
 

 

This walkthrough is intended to guide Metrolinx Contractors through the process of 
submitting and managing necessary documents for the Metrolinx Work Planning Standard 
using of the CPG Portal. 

 
 

 

STEP 1 |  SCOPE PLAN 
The Scope Plan is a high-level outline of key information that will later be detailed in the associated Work Plans. This 
document helps both Metrolinx and the Contractor forecast and plan for the work that will be completed. 

Creating a New Scope Plan 

 

To create a new Scope Plan, click Scope Plan Submission from the CPG Portal home page. 
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The Scope Plan home page is displayed showing all generated Scope Plans. To create a new Scope Plan, click the 
Create a Scope Plan button. 

Section 1 | Project Info 

  

The Project Information page is displayed. In this section: 

• The Project number and contract number will be assigned by Metrolinx and will appear in a dropdown. 
• The Scope Plan needs to be manually entered by the Contractor. 
• The Corridor, Contractor, and Subdivision are dropdown lists. 
• The emails of the Metrolinx Delivery Team and Construction Manager need to be manually added. 

Once Section 1 has been completed, select Next. This will generate a record of the Scope Plan and take you to the 
next section. 

 

Note: Section 1 must be filled out to create the record of the Scope Plan. The other sections in the left side 
menu will not be accessible until this section has been completed. Once Section 1 is complete the new Scope 
Plan will show in the Scope Plan homepage. 
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Section 2 | Scope Description 

 

 

In the Scope description textbox provide a brief overview of the work to be done. This is a high-level overview and will 
be expanded on in the Work Plan section. 

Once the description is complete select Next to move to the next section or Save to save the progress.  

Section 3 | Work Submittals 

 

In Section 3-List of Applicable Work Submittals you will list any work submittals or permits needed for the scope of 
work. The submittals only need to be listed; more detail will be requested later in the process. 

Once all foreseen work submittals have been listed you click Next to move to the next section. 

Note: Section 1 is now complete, you can move between different sections using the left-hand menu. 
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Section 4 | Work Plan Details 

 

In Section 4- List of Work Plans you will take the information from the Scope Description and break it down into 
multiple Work Plans. Click Add a new Work Plan to begin. The information provided in this section will auto-generate 
the Work Plans to be developed later by the Contractor. 

 

 

In the section 4.1 Work Plan Overview you give a brief description of the planned work, which will be expanded on 
in the Work Plan Details section.  

In section 4.2 Proposed Rail Access Information, provide any anticipated rail corridor access information. If needed, 
this information can be changed or updated later when developing the Work Plan. Note, the permits section of this 
window is for Asset Only permits. The permits within the Scope Plan (the project permits) do not need to be added 
here. 

When this Section 4 is completed, click Save & Return to Scope Plan. 

 

The Work Plans listed in Section 4 will appear in the 
Work Plan list as a draft and can be edited by 
clicking the arrow on the right-hand side. 
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Section 5 | Documents 
This section is used for uploading additional appendices or 
documents. These could include presentations, site layouts, etc. It 
is recommended that Contractor uploads as much information 
as possible in this section. It helps the WPO, and SMEs 
understand the scope of the project and tailor a comprehensive 
requirements checklist. 

Section 6 | Review 
This section gives an overview of the information in the draft Scope Plan. You have 2 options at the bottom of the 
page, Save & Finish later or to Submit.  

 

When a Scope Plan is submitted, both Metrolinx and the Contractor will receive an auto-generated email notifications 
of the submittal, and the Scope Plan becomes locked to the Contractor.  

 

 

Note: PDF report is now available. 
Once submitted, a paginated PDF 
report is auto-generated for the Scope 
Plan, and available for download. It can 
be accessed through the Scope Plan 
under Section 5- Documents in the 
Reports folder  

 

Contractor notification WPO notification 

Note: When a Scope Plan is submitted it becomes locked to the Contractor, no edits can be made until that review 
process is completed and the WPO unlocks the file. 
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STEP 2 |  REQUIREMENTS CHECKLIST 
The Requirements Checklist is a document developed by 
the WPO that will outline everything that is required for 
submission to complete the requested works.  

Once the Scope Plan has been submitted, the next step is 
for the Work Plan Owner (WPO) to attach a custom 
Requirements Checklist for each Work Plan.  

 

 

 

Once the Scope Plan review has been completed and the WPO has uploaded the Checklist for each Work Plan, the 
Contractor will have visibility into the Requirements Checklist. 

The Contractor can access the Checklist from either: 

1. The Scope Plan home page. Click view from the right-side drop-down menu of the desired Scope Plan, the 
checklist will be under Section 4 – List of Work Plans. 

 

 

2. The auto-generated email. When the WPO uploads a Checklist to a Work Plan the Contractor will receive an 
auto-generated email alerting them to the upload. This email will contain a link to the Checklist. 
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DEVELOPING A WORK PLAN USING THE REQUIREMENT CHECKLIST 
Developing the Work Plan is a collaborative process between the Contractor and the WPO. Once the WPO uploads 
the Checklist and the Contractor has access to it, the Contractor can review the Checklist, develop the Work Plan, and 
prepare everything for submission. Using the Checklist the Contractor might take weeks to develop a comprehensive 
Work Plan, ensuring the Requirements Checklist items are being addressed during the development of each section of 
the Work Plan. 

  

 

 

 

 

Note: The Requirements Checklist is formatted 
to match the flow of the Work Plan. 
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STEP 3 |  CREATING A WORK PLAN 
To submit a Work Plan, first click Work Plan Submission from the CPG Portal home page. 

 

 

The Work Plans identified in Section 4 of the Scope Plan will auto-populate in the Work Plan list. To edit a Work Plan, 
click Edit from to drop-down menu on the right-hand side. 

 

 

The Work Plan “home page” acts as a table of contents. Click Next to go to Section 1 or use the left-hand menu to 
move to any section. 
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Section 1 | Document Control and Record 

 

Much of this section is auto-generated from the information provided in the Scope Plan.  

Section 2 | Scope Description 

 

Section 2-Scope Description displays 4 sections where you can expand on the description you provided in the Scope 
Plan. Each section gives an outline of the information needed in the grey text below the section name. 
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Section 3 | Construction Task Schedule 

 

In this section the Contractor has 2 options when adding the step-by-step sequence of activities:  

• add the activities manually to Section 3.1 into the field provided; or  

• attach the activities separately as a document in Section 11.3. 

Section 4 | Rail Corridor Access Information 

   

In Section 4-Rail | Corridor Access Information, provide further detail on the rail access information. This section also 
allows you to edit details (e.g., mileage adjustment) that might have changed from the Scope Plan. 
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Sections 5-10 | Operational Interface, Asset Owner Requirements, Environmental 
Programs and Assessment (EPA), Indigenous Relations Office (IRO) 
Requirements, Community Engagement, Site Information and Communications. 
Sections 5.1 through 5.10 will be mostly auto populated but need to be expanded on and updated based on any 
status changes. Refer to the images below. 
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Section 11 | Supplemental Documents 

   

Section 11.1 | Risk Assessment 

This section must be fully completed by providing the sign-off from their respective Safety authorized personnel and 
approvals by all contributors completing the Hazard Table. There are two options to submit the Risk Assessment: 

• place the information into the form field provided in Section 11.1; or 
• upload the information as an attachment in Section 11.3 under Appendix A. 

Section 11.3 | Appendices 

All essential required documents depending on the scope of work in the Work Plan should be attached as appendices 
based on section 11.3. 

To add files to the Appendices, click and open the appropriate pre-made appendix folder, and click the Add files button. If 
an appendix is needed but does not appear in the list, a new folder can be made using the New folder button. 

Submitting the updated Requirements Checklist 

 

Along with the Work Plan, the Contractor will provide an updated Requirements Checklist with notes and 
responses, building off the original document. This will be submitted to the WPO as an attachment of the Work Plan; it 
can be uploaded within Section 11.4 – Attachments in folder 2. Checklist. 
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STEP 4 |  REVIEW AND SUBMIT 
Once all sections of the Work Plan have been completed, Section 11 will give you an opportunity to review all submitted 
information and submit your Work Plan. Click the Submit button at the bottom of the page to submit the Work Plan. 

 

When a Work Plan is submitted, the Work Plan home page status will be updated to Submitted, and Metrolinx and the 
Contractor will be notified with an auto-generated email. 

 

 

Note: PDF report is now available.  

Once submitted, a paginated PDF report is 
auto-generated for the Work Plan, and 
available for download. It can be accessed 
through the Work Plan under Section 11.4- 
Attachments in the Reports folder. 

   

 

Note: When a Work Plan is submitted, it becomes locked to the contractor, and no changes can be made. Ensure 
all information is completed and up to date before submitting any Work Plan. 
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STEP 5 |  MAKING AND REVIEWING COMMENTS 

 

The Comments function is used for the Contractor to communicate with the WPO. This channel of communication is 
always open, even when the Plan is locked and in review. It can be used to update the WPO on the status of 
documents or flag any new information that might be available. 
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STEP 6 |  NEXT STEPS  
Once a Work Plan have been submitted, the Metrolinx Work Plan Owner and the SMEs will use the Review Comment 
Sheet within the corresponding Work Plan to provide comments to the Contractor.  

 

Once the WPO completes their review: 

1. the contractor will receive auto-generated email 
notification that the comments sheet is available; 

2. the Work Plan status will update to In Revision; and 

3. the Work Plan documents will unlock.  

 

 

 

The Review Comment Sheet can be accessed in the Work Plan Section 11.3 – Appendices in the Comments Sheet 
folder. The Contractor can download and review the Comments sheet, provide responses, and upload the document 
to the same folder. 

The Contractor will review the comments sheet, make updates to the Work Plan, provide responses in the 
comments sheet, and resubmit the Work Plan. The SME’s and WPO will then review the responses and either close 
their comments or ask for additional information. This cycle of revising and resubmission continues until the comments 
are closed. 

 

Once all comments are closed, the WPO will 
approve the Work Plan, and the Contractor will 
receive an email confirming the Work Plan 
approval. 

 

 

 

Note: PDF report is now available. At this stage, a new paginated PDF report is auto-generated for the Work 
Plan, and available for download. It can be accessed through the Work Plan under Section 11.4- Attachments in 
the Reports folder. 
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STEP 7 |  MANAGEMENT OF CHANGE (MOC) 

 

Once a Work Plan has been approved (or conditionally approved) a Management of Change (MoC) can be requested. 

 

Requesting a MoC 
To Request a Management of Change, first click on Request MoC on the List of Work Plan Page. This will open the 
MoC request page. 

Section 1.1 – General Overview | Similar to the 
Scope Plan, in this section you will give a brief 
high-level overview of the requested change. This 
will be expanded on in the subsequent section. 

Section 1.2 – List of Supporting Documents | This 
section will give you the opportunity to upload any 
supported document needed for the MoC. 

Section 2 – Project Information | This section will 
be auto-populated from the information provided 
in the Work Plan. 

Section 2.1 – MoC Information | This information 
needs to be filled out by the MoC submitter. 

 

 

 

Note: A Work Plan can only have 1 active MoC per revision. Once a MoC has been approved, and the Work Plan 
has moved to the next revision, a new MoC can be created. 
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Section 3 – Type of Change | In this section you 
expand on the summary given in Section 1.1. You 
will need to indicate the level of change, if a Risk 
Assessment is needed, the mileage, and give a 
more detailed description of the change needed. 

Section 4 – List of Affected Sections of WP | In 
this Section list the affected sections of the Work 
Plan. For example, if the MoC proposes a new work 
start or end date, one section of the WP that would 
be affected is section 4- Rail Corridor Access 
Information, where the work start and end date is 
stated. 

Section 5 – MoC Approval | This section is to be 
filled by the Metrolinx Work Plan Owner and can 
be left blank. 

 

 

 

     

Once submitted a MoC can be viewed either by clicking List of MoCs on the home page or clicking the arrow on the 
right-hand side in the Work Plans page. 

Note: Once the MoC is submitted and in 
review the Work Plan will become locked, 
and no updates can be made until the MoC 
is approved. 
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MoC Approval 

 

When the Contractor submits the MoC, an auto-generated email will be sent to both the Contractor and the WPO 
confirming the submission, the Work Plan will be locked, and the WPO can begin their review. 

 

A MoC can be either accepted or rejected by the WPO. 

 

 

 

 

If the MoC is rejected, the Contractor and the WPO 
can discuss the required updates, and the Contractor 
needs to resubmit a revised MoC for review. 

If a MoC is accepted, the Contractor will update 
the Work Plan to incorporate the changes 
requested in the MoC and resubmit the Work Plan 
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ADDITIONAL INFORMATION 

Search Bar Function 
Contractors can search for Work Plans or Scope Plans from their home pages. Search for a Scope/Work Plan by 
number, name, project number, project name, corridor, contact number, contractor, or submitter. 

 

Reports 
An auto-generated paginated report of the Work Plan is available for review at any step of the WPS process. They are 
generated when the Work Plan is submitted, when it's in revision, and when it's approved. The report can be found in 
Section 11.4 – Attachments of the Work Plan. 
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