
 

This walkthrough is intended to guide Metrolinx Work Plan Owners (WPO) through the 
process of reviewing and managing the Scope and Work Plans submitted by Contractors for 
the Work Planning Standard through the WPS App. 

 

 

STEP 1 |  SCOPE PLAN SUBMITTAL AND REVIEW 
When a Contractor submits a Scope Plan through the CPG Portal, the Work Plan Owner will receive an auto-generated 
email notification, and it will now appear in the Work Planning Standards (WPS) App. 

 

Open the Scope Plan by either clicking the link to the Scope Plan in the email, or by clicking the Scope Plan number 
within the WPS App, within the Scope Plan home page. 

 

 

WORK PLANNING STANDARD 
WORK PLAN OWNERS WPS APP WALKTHROUGH 

To gain access to Power Pages or to have projects assigned to your profile please contact 
WorkPlanningStandard@metrolinx.com 

Note: If the Scope Plan is not visible in 
the Scope Plan home page, click the 
dropdown beside the Scope Plan title 
to adjust the view to Scope Plans–All.  
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Once the Scope Plan has been opened you have a series of buttons along the top. Click Mark as In Review to have 
the status of the Scope Plan update to In Review in both the CPG Portal and the WPS App. Once In Review, the WPO 
and the Contractor will receive an auto-generated email informing them of the status change, and the Contractor will 
no longer be able to make any edits to the Plan. 

WPO Scope Plan Review 
The Scope Plan is a high-level document, outlining information that will be provided in more detail later in the 
associated Work Plans. It is to help both Metrolinx and the Contractor know what is coming, like a forecast of the work 
to be done. The WPO uses the high-level information provided in the Scope Plan to develop the Requirements 
Checklist, which the Contractor requires to complete the associated Work Plans. 
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STEP 2 |  REQUIREMENT CHECKLISTS 
A Requirements Checklist is a document created by the WPO outlining what information the Contractor will 
have to provide when submitting a Work Plan.  

 

 

Within the Scope Plan, under Section 4, the Contractor will list all expected Work Plans needed to complete their 
scope of work. The WPO then reviews each draft Work Plan and use the preliminary information the Contractor 
provided to develop the Requirements Checklist. Note: The WPO can consult projects stakeholder and Construction 
Managers if needed for specific guidance for requirements related to the Scope.  

 The WPO will need to provide the Contractor with a custom Requirements Checklist for each proposed Work 
Plan. The Contractor will then use the provided checklist to further develop the Work Plan. 

In this example, Section 4 of the Scope Plan shows the Contractor is going to prepare 2 Work Plans, meaning the 
Contractor will need to be provided 2 separate Requirement Checklists. In the checklist column it will show the 
paperclip icon if the WPO has uploaded a checklist for that specific Work Plan. Note: If the checklist tab is not visible, 
the browser needs to be extended or scroll over, using the scroll bar at the bottom of the section. 

2a. Creating a Requirements Checklist 
Every Work Plan will have a 
customized Requirements 
Checklist, developed by the WPO 
using the Requirements Toolkit and 
their past experience. Developing 
and adding requirements from the 
Toolkit over to the Checklist is a 
manual process, where the WPO can 
filter the requirements from the 
toolkit based on the submitted Scope 
Plan and copy the filtered items into 
the Checklist template. This is 
completed by the WPO before 
uploading the finalized Checklist to 
the Work Plan. 

 

 

 

 

 

 

 

WPS Toolkit 
Sample Checklist 
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2b. Uploading a Requirements Checklist to a Work Plan 

      

Access the desired Work Plan by either starting on the Scope Plan page and clicking the dropdown arrow beside a 
Scope Plan to see its associated Work Plans, or by clicking Work Plans from the left side menu. Double-click on the 
Work Plan name to see more detail. 

 

 

Once the Work Plan is opened, ensure the view is set to Attach Checklist by clicking the dropdown directly below the 
Work Plan name. In the Attach Checklist view, you are given the option to upload a Requirements Checklist. 

 

 

Once the Requirement Checklist has been uploaded click Save to continue with the Work Plan or Save & Close to 
return to the Scope Plan. Note: Uploading the Requirements Checklist will send an auto-generated email to the 
Contractor as well as WPO to inform them of its availability. This email can be forwarded to Stakeholders if needed. 
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Accessing the Contractors Requirements Checklist Sheet  
When submitting a Work Plan, the Contactor will also submit the Requirement Checklist back to WPO with their 
comments and notes so that WPO can cross reference the Work Plan with the Checklist. 

This updated Checklist can be viewed 2 ways:  

1. In the WPS App. in the Work Plan view Attach Work Plan, or in the Documents tab. Note: If the documents 
tab does not appear under the Work Plan name, it can be added from the Related drop-down menu. 

 
 
 

2. The Work Plan SharePoint. Follow the link to Work Plan’s SharePoint, and the Checklist can be found in  
folder 2. Checklist.  
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STEP 3 |  WORK PLAN REVIEW 

3a. WPO Work Plan Review 
The Contractor will develop the necessary Work Plans using the provided Requirements Checklist, and once 
completed they will submit the Work Plans for WPO review.  

 

Similar to the Scope Plan, once a Work Plan has been submitted, both the WPO and Contractor will receive an auto-
generated email notification, and the status will be Submitted in the WPS App.  

 

 

 

To review a Work Plan, click Mark as in Review, to change the status of the Plan to In Review on both the WPS App and 
Contractor’s CPG Portal. This will send an auto-generated email to both the WPO and Contractor and lock the Work Plan. 
The Contractor is unable to make any edits to the Plan while it is In Review.  

WPO email Contractor email 

WPO email 

Contractor email 
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3b. SME Work Plan Review 

 

For an SME to review a Work Plan, the WPO can either forward the auto-generated email to the SME containing a 
SharePoint link to the Plan or send the Plan’s PDF directly. The PDF is a paginated report that will be automatically 
generated and saved in the SharePoint folder when Contractor hits the submit button. Currently, SME’s do not have 
access to the WPS app, this will come at a later phase of the process.  

 

The SME can review the Work Plan using the PDF and utilize the Work Plan Comments Sheet to note any comments 
they might have.  

 

 

Note: The WPS process is currently in Phase 1, parts of this process will be updated in a later phase. 

To Access the Work Plan, the SME clicks the 
link provided in the auto-generated email 
which leads to that Work Plan’s SharePoint site. 
From there they click on the Reports folder 
which houses all generated Work Plan PDFs. 

Note: The comments sheet is also available for review in the Work Plan’s SharePoint in the Comments folder.  
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3c. Work Plan Comments Sheet 

 

 

The Work Plan Comments Sheet is a live Excel document where the WPO and Stakeholders can leave comments for 
the Contractor on the Work Plan they are reviewing.  

The Comments Sheet can be accessed 2 different ways:  

1. The WPS App view the Work Plan, and click the Documents tab.  

 

 

2. Work Plans’ SharePoint page, in the Comments Sheet folder.  

 
 

 

 

  

Note: The WPS process is currently in Phase 1, parts of this process will be updated in a later phase. 

Note: If the Documents is not visible 
make sure the view is set to Full Work 
Plan and click the drop down beside 
Related and choose Documents. 

Note: Stakeholders can only access the Comments Sheet through SharePoint. 
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3d. Deemed Complete 
Before a Work Plan can be sent for SME review, it must be deemed complete. This means the Contractor has 
submitted the Work Plan, including the checklist items, completing all mandatory requirements fields while providing 
status or planned completion dates of the outstanding information. Once the WPO has reviewed the quality of the 
Work Plan and deemed it a complete submission it can proceed with the internal and SME review. 

If the Work Plan is deemed incomplete, the WPO will add comments about critical missing information and sent it 
back to the Contractor without SME review. 

3e. Send for Revision 
 

 

Once the Work Plan’s internal and SME review has been completed, and the Comments Sheet is ready and uploaded, 
the WPO clicks the Send for Revision button at the top of the Work Plan. This will change the Work Plan status to In 
Revision, unlock the Work Plan for the Contractor, and send an auto-generated email to the Contractor and WPO 
alerting everyone of the status change and availability of the Comments Sheet. 

WPO email Contractor email 
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STEP 4 |  APPROVING A WORK PLAN  
This cycle of revising and resubmission continues within each Work Plan until all comments are closed. 

 

Once the all the comments have been closed by the SMEs and the WPO, the WPO will select either Mark as 
Approved or Mark as Approved with Conditions from the top bar of the Work Plan’s page, this will change the 
status of the Work Plan to Approved or Approved with Conditions for both the WPO’s WPS App and the Contractors 
Portal. This will also generate paginated report of the Work Plan with the updated Approved status. Note: this option 
is only available if the Work Plan is marked as In Review. If the Approval buttons are not visible, extend the browser 
window, or click the 3 dots on the right-hand side to open a drop-down window.  

 

 

Once the Work Plan is marked as approved the Contractor and WPO will receive an auto-generated email confirming the 
approval. The WPO can then forward the approval email to all relevant SME’s informing them that WP is now approved. 

Approved vs. Approved with Conditions 
Approved with Conditions is given to a Work Plan missing minor details (e.g. Equipment types not being listed) which 
could be provided in the coming weeks. When the final missing information is provided the Work Plan status can be 
changed from Approved with Conditions up to a full Approved status using MoC process. 

WPO email 

Contractor email 
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STEP 5 |  MANAGEMENT OF CHANGE (MOC) 
Once a Work Plan has been approved (or conditionally approved), a Contractor can request a Management of Change. 

 

 

When a MoC is submitted by the Contractor, the WPO will receive an auto-generated email alerting them to the 
submission, and it will be logged in the WPS app.  

 

 

The MoC can be viewed in the WPS App by clicking Management of Change on the Left-hand side, or by clicking the 
arrow beside the associated Work Plan. 

Reviewing a MoC 

   

Double click the MoC to view its details. The first step to reviewing the MoC is to click the Mark as in Review button 
on the top bar, this will send both the WPO and Contractor an auto-generated email, change the status of the MoC, 
and lock the Work Plan for the Contractor.  

WPO email 

Contractor email 
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In Section 3 – Type of Change, the Contractor gives the level of change requested. For Moderate or Major changes, 
the MoC must go through SME review. This is not needed for requests labeled as Minor. 

 

 

Section 5 – MoC Approval needs to be manually completed by the WPO. 

 

 

The WPO can leave messages to the Contractor about the MoC in the MoC Comments Section. This section can be 
used to communicate with the Contractor. 
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MoC Approval or Rejection 
A MoC can be either accepted or rejected by the WPO. 

MOC APPROVAL 

 

The WPO can approve the MoC by clicking Approve & Unlock Record, this will unlock the Work Plan for the 
Contractor and send an auto-generated email to both the WPO and Contractor alerting them to the approval. The 
Contractor can then go into the Work Plan and update the document with the approved change and resubmit 
the Work Plan. If additional information is needed, the WPO can request information or clarification from the 
Contractor in the Comments section of the MoC page. 

MOC REJECTION 

If the MOC needs significant adjustments, the WPO can reject the 
MoC by hitting the Reject button. This will send an auto-generated 
email to the Contractor that the MoC has been rejected. The 
Contractor will have to revise and resubmit the MoC. The WPO can 
clarify the reason for the rejected MoC in the Comments section. 
The Work Plan will not change and remain it is previous 
Approved/Approved with conditions status. 

 

 

Contractor approval email WPO approval email 

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.  
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ADDITIONAL INFORMATION 

Multiple Work Plan Owners 
If a project has multiple Work Plan Owners, within the app a single person needs to be assigned primary WPO for each 
Work Plan. 

Searching and Filters 
SEARCH BAR  

WPOs can search for Work Plans using the home page search bar. Search for a Work Plan by number, name, project 
number, project name, corridor, contact number, contractor, or submitter. 

 

FILTERS 

Filters is another way to refine your Work Plan list. You can filter your home page by Active Record, the Work Plan 
status and the overall Status. 

 

Communication with the Contractor 
An easy way to communicate with the Contractor is 
to use the Comments section at the bottom of the 
Work Plan. The Contractor and WPO can send and 
receive note to each other at any point of the WPS 
process, even when the Plan is locked.  
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