CPG
WORK PLANNING STANDARD @ TRAINING

WORK PLAN OWNERS WPS APP WALKTHROUGH

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.

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

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.

?F Fhlksﬁga'lfs CPG Portal Home \ GO Expansion - \ Contact us \ Q \
Create a scope plan _
Hello,
Seope Plan Status | All v Please find the Scope Plan below for your review and comments.
ix Kindly follow the link provided to access the Scope Plan.
Scope Plan (SP) Revision Project Contract Initial
MX SP No Name No SP Status * No ProjectName ~ Coridor  Subdivision  No. Contractor Submission ':::' Link to Scope Plan Link to Share Point
N GRASCAN
SP-119914- . Caledonia BAR - NMT -
Caledonia GO 1.0 Submitted | 119914 X 305238 CONSTRUCTION  2026-02-0: SP-126701-LSW-OAK- Click here to go to Scope | Click here to go to Share
BAR-NMT-001 GO Station  Barrie Newmarket Rev test 004 10 L
LIMITED
For any inquiries, please contact WorkPlanningStandard@metrolinx.com (Work Planning Standard).

~ € WPS_Scopes ScopePlans -Pov X+
ScopePlans
C R % epgappsuatoms3.dynamics.com/main aspx?appid=fdbegfic-aefb-f011-8406-70a8a50f74 n=goept_wps_sc jid=61be03ec-94fb-f011-84
‘ R Search views
I Power Apps Work Planning Standard R search
_ Inactive ScopePlans
- B5 Show As [ Show Chart () Refresh | Visualize this view [ Emailalink | ~ 2 Flow ~ [l RunReport v 88 Excel
@© Recent ~ ' ScopePlans Default
£ Pinned ~ ScopePlans ScopePlans - All
Work Plannin g Standard [J MXSPNo.v Scope Plan (SP) Name MXRevi... v SPStatus T+ Project.. ~  Project Name v f5 Manage and share views
1€ scope Plans [0 3§ SP-119914-BAR-NMT-001 Caledonia GO 10 Submitted 119914 Caledonia GO Station 7 Sr st
< Work Plans
¥ Management of Cha...
Note: If the Scope Plan is not visible in
the Scope Plan home page, click the
. .
dropdown beside the Scope Plan title
s to adjust the view to Scope Plans-All.

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.



i Power Apps | Work Planning Standard O search

¢ B O B MarkasinReview | [ Deactivate 7 Open SharePoint Falder Save Save &Close () Refresh
(O Recent v

% e ~ | SP-166401-KIT-WES-001 -sa.eq
Work Planning Standard WPS_Scope

WPS Scope Plan  Related

| €3 Scope Plans

&% Work Plans
4% Management of Cha... Checklist Provided

Hello,
Scope Plan Status

The Scope Plan listed below is in the Review Stage.

SP Status & submitted

Kindly follow the link provided to access the Scope Plan.

Created On & 142972026 7:40 PM Modified On & 2372

Scope Plan Rew.
Name

Link to Scope Plan  Link to Share Point

Section 1 - Project Information

Track Shift1 A SP-183101-LSE-KIN 20 Click here to go to Scope| Click here(o_ go to Share
Plan Point
MX SP No. @ SP-166401-KIT-WES-001 MX Revision No. & a0
For any inquiries, please contact WorkPlanningStandard@metrolinx.com (Work Planning
Scope Plan (SP) Name  *®  Excavation of North and South Tunnels Project Name B Kitch Standard).
Project No. M=) 166401 Contractor *6 & pA

o o o - _
Corridor B KIT - Kitchner Metrolinx Construction  * & paha,

Manager Contact Email

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.

Section 4 - List of Work Plans

‘Work Plan Details & Edit O Acivate [3 Deactivate A Assign WPS_WorkPlan...
[®  MX Work Plan No. ~ MX SP No. ~ Work Plan Name ~ MX WP Revisio.. ~ WP Status T ~ Work Start Date ~  Work End Date v Submission Date ©  Checklist ~ [
WP-166401-KIT-WES-001~..  SP-166401-KIT-WES-001 Excavation of North and S... 0.0  Draft 6/10/2026 7/17/2026 ] B
[ WP-166401-KIT-WES-001T-..  SP-166401-KIT-WES-001 Diversion of MX T2 into C... 00  Draft 1/1/2027 6/17/2027 o

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.

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 Checklistis 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.

Creating a Requirements Checklist

A B C D E F

- R
1 Requirement (Y.:;::,:;A) Remark -
Pl General

Does the overhead cable removal procedure has been provided? Will the Overhead Conductors encroach within Transport
Canada’s Train Clearance Envelope (TC E-05) or come in contact with GO Transit / Metrolinx Tracks at any time during the
proposed work?

w

If Yes, positive track protection is required
Work within 30ft from the nearest rail, under, over, GO Transit / Metrolinx Railway Right-of-Way shall be performed under
Railway Flagging Protection.

Confirm “Yes’ that Contractor will adhere to this requirement or ‘N/A’ i not applicable
All Sections of the Work Plan Methodology Template (WPM) filled by the Contractor as applicable 0 O
Section 02 - Scope Description

[ES

Y

If sending pit, receiving pit, or open cut excavation is within the Theoretical Railway Loading Influence Zone or Bridge
Loading Influence Zone; the Shoring drawings must be designed as per Part 6 - Section 2 of Metrolinx General Guidelines for
Design of Railway Bridges and Structures and signed by a Professional Engineer licensed in the Province of Ontario If
applicable, appropriate shoring protection (calculations / plans with engineer stamp) is required for review and acceptance

Sample Checklist

WPS Toolkit

PARTICIPANT (Names) Uniquer -Business_uni(

% Palicia Herviues/Wayne Corry 10 cFe

@ EricBlokayl 501 sor1 05 - O Safety Standards & Pro
b

0 EricBlokay 02 g changes to infrasiuclure, addfions or Secton 05 - Operational Inleface Operating Practices Safety Standards & Practces
]

1 Eric Biokzyl 603 TCSATN Sefely Sandards & Practces
b 02 ob Ancrens E c
i 103 b Andreus i) Corirector shal

4 Fob Andrens 02 Operai TS0

ive a mirimum o o weeks”
tothe  Sex

M David LilleMark Austin 501 ck AM &M (Track COE)
| 2 David LilleyMark Austin 5102 ck AM & M (Track COE)
13 David LileyMiatk Austin 5103 ck M & M (Track COE]
| 4 DavidLileyMark Austin 5104 for all actviles. Section
| ™ DavidLilesM: 5105 ciling
T David Lilleiv 506
| 7 DavdLileyv 5107
|| 18 David LilleyMark Austin 5108 Track AM& M (Track COE)

119 David LileyiMark Austin 5109 Secton 06 - Asset Dwner Reciremen Track. AM & M (Track COE)

> DROPDOWNS [l PIVOT table of keywords [ENESSSILEEIENEINS

Scope KEYWORDS Legend PIVOT TABLE - ByGroup ' o + : ea

Work Plan Owners WPS App Walkthrough
Date Approved: 3/11/2026

3 =2 METROLINX



2b. Uploading a Requirements Checklist to a Work Plan

Power Apps | Work Planning Standard O Search it PowerApps | Work Planning Standard £ Search I
= ¢ B showAs v B ShowChart () Refresh A Visualize this view [ Email - < | Eshowas v F showChat O Refresh  dl Visualize this view 03 Email
o]
© Recent v ©  Recent >
£ Pinned v ScopePlans i % pinned v WorkPlans T3 Edit
Work Planning Standard [ MXSPNo.v Scope Plan (SP) Name ~ MX Revi... ~ Work Planning Standard [J  ™x work Plan No. ¥ MX SP No. ¥ Work Plan Name v
| & scope Plans i ] P 166401.LSW-GRIM.001 LSW GRIM WORK & _Scope Plans ] > WP-166401-LSW-GRIM-..  SP-166401-LSW-GRIM.. WP NAME DB2514
€3 Work Plans | & work plans r = :
1> WP-166401-LSW-GRIM SP-166401-LSW-GRIM.. WP NAME DB257683
€3 Management of Cha. [J  MXWorkPlan No. ~ MX SP No. ~ Work Plan Nam {¥ Management of Cha...
[]  WP-166401-1SW-GRIM-..  SP-165401-ISW-GRIM.. WP NAME DB25|
[ || WP-166401-1SW-GRIM-|  SP-165401-LSW-GRIM.. WP NAME DB25|

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.

tk Planning Standard O search I  PowerApps = Work Planning Standard P search S AN D B OX

« 0 Save @ Save&Close Cf Open Sharerd - « B C save (@ Save&Close LI Open SharePoint Folder [ Mark as In Review [ Deactivate

® Recent v
WP-166401-LSW-GRIM.001.001_ <.l & Pinned e WP-166401-LSW-GRIM-001-001 - saved

- WPS_WorkPlanDetail§- Attach Checklist
WPS_WorkPlanDetail | Full Work Plan - Work Planning Standard SNerdianeny sttt
v
Work Plan Details [l ~ Full Work Plan & scopePlans Work Plan Details Related
WPS_WorkPlan - Comments 122 work plans
. Checklist
Stakeholders Attach Checklist { Management of Cha...
Ehecdesy | Choose File | No file chosen

Stakeholder List

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.

Work Planning Standard P Search SA N D B OX + %

L = I Save @ Save & Close [~Ef=uperrsivareroinrroier— [ MarcasTrRevier - Deativae > Eb=rare

e WP-166401-LSW-GRIM-001-001 - saved
WPS_WorkPlanDetail - Attach Checklist

Work Plan Details Related
6} Form assist

Checklist

” o) Checklist_WP-126701-LSW-OAK-002-001_20260304.xlsx
Checklist B e - v

Workplan Review Checklist - East Harbour Project.xlsx Delete

Hello,

The Scope Plan is currently under review stage and requirement checkiist has been provided for below Workplan.

Kindly follow the link provided to access the Work Plan

Test WP WP-126701-LSW-OAK-002-001 | 0.1 2026-12-02 | 20270204 | Click here to go to Work Plans

For any inquiries, please contact WorkPlanningStandard@metrolin.com (Work Planning Standard)

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.

Work Plan Owners WPS App Walkthrough 4 =2 METROLINX
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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. Inthe 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.

Work Planning Standard 2 search S A Work Planning Standard 2 Search

« O Save @ Save &Close 7 Open SharePoint Folder [ Deactivate (]

< B8 0. Save @ Save&Close Cf Open SharePoint Folder  [® Mark as In Review]

~ WP-183101-LSE-KIN-001-003 - saved
b WP-166401-LSW-GRIM-001-001 - saved WPS_WorkPlanDetail - Full Work Plan -

WPS_WorkPlanDetail | Attach Checklist
Work Plan Details | Documents | Relateq

Work Plan Details Related

Related - Common

ha... Show Chart b New v~ F Open
[B] Activities
Checklist
Document Associated Gri.=2. 2esment
[E2] WR5_AssetOwnerPermits
Checklist WP-183101-LSE-KIN-001-

Workplan Review Checklist - East Harbour Project.xlsx Delete [ WH5_Appendixes

003_F92C66E16E00F111BB477C

1E52870CD8 [ WHSs_Asset Impacts
W N E1 ShowChart + New ™~ T \Uplead [ Document Location

WORK PLAN REQUIREMENT CHECKLIST
Document Associated Grid

WP-126701-L.

DAK-001
CF11183DA00

Name > Modified ~
[ Checklist 2/17/2026 2:48 PM
g [] Comment Sheet 2/17/2026 2:48 PM

2. The Work Plan SharePoint. Follow the link to Work Plan’s SharePoint, and the Checklist can be found in
folder 2. Checklist.

Hello,
The Work Plan listed below has been sent back for revision. Home B v WP-1267 - B Share G2 Copylink (@ Add
Kindly follow the link provided to access the Work Plan. Unsaved changes
Link for Work Plan Owners : Conversations = All Documents + Add view = @ @ & o
MerKPian 3 St End ik to Work Plan  Link to Share Point
Notebook §
Test WP WP-126701-LSW- 01 | 202612 202702 Clickheretogoto | Click heretogoto [ Mame ~ Modified &~
OAK-002-001 02 04 Work Plan ‘Share Point
Site contents .
Reports Narch 4
Link for Subject Matter Experts :
WPS_Scope Plans
Work Plan 2 start - . - N
i - Date  EndDate  Linkto Share Point 1.Comment Sheet March 3
WP-126701-LSW-OAK-002- 202612 | 2027-02- | Ciick here to go to Share I
Test WP o1 01 e 0 o WPS Work Plans ) \ )
2.Checklist March 3
For any inuiries, please contact i com (Work Recyde bin
Appendix A - Risk Assessment March 3
Appendix B - Emergency Response Plan March 3

== METROLINX

'WORK PLAN REQUIREMENT CHECKLIST

CPG_PowerPages_Dev

Home 0 > 2.Checklist ¥ & Share @ Copy linl|
Unsaved changes

Conversations F Add view = a &
Notebook

B Name v Modified
Site contents

&) Workplan Review Checlist - East Harbour... 5 s ag9
WPS_Scope Plans

@t Checklist WP-126701-LSW-OAK-002-001_.. March 4
WPS_Work Plans
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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.

Contractor email —

Hello, Hello,
Please find the Work Plan below for your review and comments. Kindly follow the link provided to access This email is to confirm that the Work Plan listed below has been submitted to the WP Owner for review.
the Work Plan.

Kindly follow the link provided to access the Wark Plan

Link for Work Plan Owners:
Link to Work Plan

. Link to Work
Work Plan Name . Plan
- Test WP WP-126701-LSW-0AK-002-001 | 0.1 2026-12-02 2027-02-04 Click here to go to Work Plan
Existing Track WP-183101-LSE- Click here to go | Click here to go For any inquiries, please contact WorkPlanni inx.com (Work Planning Standard).

Removal T3 and T4 KIN-001-001 to Work Plan to Share Point

Link for Subject Matter Experts:
End .
Work Plan Name 3 Date  Linkto Share Point
Existing Track Removal | WP-183101-LSE-KIN- 2026-07- | 2026-11- Click here to go to
T3and T4 001-001 B 16 05 Share Point Yower Apps | Work Planning Standard [ SANDBOX +

€« Bshowas v [ showChat () Refresh  Jl Visualize thisview (%] Emailalink v 32 Flow
For any inquiries, please contact WorkP! dard@metrolinx.com (Werk Planning Standard).

m i 1 s e ‘
lanning Standard [J  mx Work Plan No. ~ MX SP No. ~ Work Plan Name * MX WP Revis... © WP Status T~
o
— WPO email o P

rk Plans

[ > wr-166401-LSW-GRIM-... SP-166401-LSW-GRIM. WP NAME DB2514 o1 In Review

D > WP-166401-LSW-GRIM-... SP-166401-LSW-GRIM. WP NAME DB257683 01 Submitted
nagement of Cha.

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.

\
Power Apps Work Planning Standard L Search SAN D B O;

&« [ Save @ Save&Close [ Open SharePoint Folder | [% Mark asIn Review | [ Deactivate () Refresh  ©4 Check Access

Recent

Work Planning Standard WPS_WorkPlanDetail + Full Work Plan -

Hello,

The Werk Plan listed below Is in the Review Stage,

Kinelly follow the fink provided Lo secess the Werk Plan

Link for Work Plan :
End " Link to Work Plan  Link to Share Point
. 5 Date

Hello,

Testog | WPIZSTOLLSWOAK- |, 202701 | 202603 | Clckhoommalo | Gikhers oot
The Work Plan listed below has been sent back for revision. Please address the comments and resubmit. 004001 o8 20 Work Plan hare Poi

Kindly follow the link provided to access the Work Plan.
Link for Subject Matter Experts :

Work Plan Name WP No. Rev.No. StartDate EndDate Link to Work Plan

StareDate  End Dats Link ta Share Point.

Test WP 'WP-126701-LSW-OAK-002-001 | 0.1 2026-12-02 | 2027-02-04 | Click here to go to Work Plan
For any inquiries, please contact WorkPlanningStandard@metrolinx.com (Work Planning Standard) —
s
L Contractor email WPO email -

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.

Work Plan Owners WPS App Walkthrough 6 =2 METROLINX
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3b. SME Work Plan Review

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

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.

Hello,

Please find the Work Plan below for your review and comments. Kindly follow the link provided to access

the Work Plan. To Access the Work Plan, the SME clicks the
e fan Suner link provided in the auto-generated email
which leads to that Work Plan’s SharePoint site.
Bdstng Trsck_ | W-ASBIOASE- | |, | 2006 | 2026 | Glikheretoqo | Clckbere oo From there they click on the Reports folder
Removal T3 and T4 KIN-001-001 . 07-18 11-05 to Work Plan to Share Point
which houses all generated Work Plan PDFs.

Link to Work  Link to Share
Plan Point

Link for Subject Matter Experts:

Work Plan Name WP No. 519 Linkto Share Point
I
Existing Track Removal WP-183101-LSE-KIN- 11 2026-07- | 2026-11- Click here to go to
T3and T4 001001 15 05 Share Point

For any inquiries, please contact WorkPlanningStandard@metrolinx.com (Woerk Planning Standard).

_ p e p —
CPG_PowerPages_Dev b CPG_PowerPages_Dev
Home £ > WP-183101-LS... ¥ @ Share & Copylink Home 0 > Reports ~ @ Share & Copy link A
Unsaved changes Unsaved changes.

Conversations = All Documents 4+ Add view = & ] Conversations = All Documents + Add view = ] [ | [
Notebook

Notebook D Neme - Modi (B Name v Modified

i Site contents Xl

Site contents Reports e ¥ “WP-183101-LSE-KIN-001-001-Rev-2.0.pdf 13 minutes
WPS_Scope Plans N

WPS_Scope Plans B AppendicA cebru % “WP-183101-LSE-KIN-001-001-Rev-1.1.pdf 3 hours ago

Work Plan Submission

Existing Track Removal T3 and T4

Table of Contents

Section No. Section Name Description

Section 1 Document Centrol & Record Owerarching Project Information.

Section 2 Scope Description A concise description of the scape, outlining preparatian, risk assessment, control
measures, initiation, execution, and completion of tasks, with clear criteria for task
completion

Section 3 Construction Task Schedule In this section, Contractor shall submit a task schedule outlining the planned completion of
the Works.

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 comments sheet is also available for review in the Work Plan’s SharePoint in the Comments folder.

Work Plan Owners WPS App Walkthrough 7 =2 METROLINX
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3c. Work Plan Comments Sheet

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

Work Plan Comment Review Shect

=2 METROLINX

akeholder G o Reviewer Name -
et fatn g A fi md L e | Peocriptien [

Work Plan Section Number .

1 Teesting 1.0 - Doewment Comtrol sand Racoed 13022006

Comment Lasi baued [l

Tisting

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.

P search

Power Apps ‘Work Planning Standard

<« 0O Save Save &Close 7 Open ShareFoint Folder [ Deactivate () Refresh

(® Recent ~

¢ Pinned 4 WP-183101-LSE-KIN-001-003 - saved

Document Associated Grid v

> 1. Comments Sheet

Modified ~

Name v

Modified by v Location v

(OJ @) Comment Review Sheet WP-126701-L. 2/2/2026 7:39 PM Rami Al Halabi

@, Check Access

WP-183101-LSE-K...

P

Work Planning Standard WPS_WorkPlanDetail - Full Werk Plan - dard WPS_ WorkPlanDetail -|| Full Work Plan
& Scope Plans Work Plan Details || Documents|| Related Work Plan Details  Documents | Related /|

& Wort lans Related - Common
% Management of Cha... ShowChart + New ™ T Upload [§ DocumentLocation Open Location ~ [ Add Location i Show Chart 4 New T

:s Work Planning Standard O Search

€ (6] Save @' Save & Close [Cf Open SharePoint Folder [ Deactivate

e WP-183101-LSE-KIN-001-003 - saved

B Activities

. 0o
Document Associated Gr ocuments

[&] WPs_AssetOwnerPermits

Pa

WH

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

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.

}3 Search this library

}3 Search this library

CPG_PowerPages_Dev .
ﬂ - 9es- cp CPG_PowerPages_Dev b
Home £ |> WP-183101-LS... ~ ® share G2 Copy link Add short
U d chi
Conversations — Home 0 > Comment She... v & share &2 Copy link Add s
— All Documents + Add view ] - [~ Unsaved chanozs
Notebook Conversations = All Documents + Add view = a a &
O Name v Modified L ~
Notebook
Site contents (B wame v Modified . ~
©.  Appendix O February 2
Site contents
WPS_Scope Plans @ Work_Plan_Comment_Review_Sheet.xlsx February 18
Checklist February 2
'WPS_Scope Plans
WPS_Work Plans
February 2
Comment Sheet ’ | WPS_Work Plans
Recycle hin
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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

Power Apps Work Planning Standard £ Search

&« (e Save @ Save&Close [ Open SharePoint Folder| [ Send for Revision | [0 Send to Reviewers X Reject [ Deactivate

) Recent

Pinned

. Wps_WorkPlanDetail -+ Full Work Plan ~
Work Planning Standard —
Hello,
The Work Plan listed below has been sent back for revision.
_ e e e

Link for Work Plan Owners :

Hello, . End
Name -

Link to Work Plan  Link to Share Point

The Work Plan listed below has been sent back for revision. Please address the comments and resubmit.
WP-126701-LSW- 2026-12- | 2027-02- | Click herefogoto | Click here o goto
Test WP 01 0 0 o S

OAK-002-001 hare Point

Kindly follow the link provided to access the Work Plan.

‘Work Plan Name WP No. Rev.No. StartDate EndDate Link to Work Plan Link for Subject Matter Experts :

Test WP ‘ 'WP-126701-LSW-OAK-002-001 | 0.1 2026-12-02 | 2027-02-04 | Click here to go to Work Plan . = L3 End Date Link to Share Point

Date

Test WP WP-126701-LSW-OAK-002- 2026-12- 2027-02- Click here to go to Share
et 001 02 04

For any inquiries, please contact WorkPlanningStandard@metrolinx,com (Work Planning Standard)

Forany inquiries, please contact WorkPlanningStandard@metrolink.com (Work Planning Standard).

L Contractor email WPO email —

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.

Work Plan Owners WPS App Walkthrough 9 =2 METROLINX
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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.

~ Ly Y
- 1 - — . E e . ; . 7 Send for Revision [ Send o Reviews] : 5 Share
Save E Save & Cose = Open ShareFoint Folde 5 Send for Revision D_ Senc to Revieyesrs Mark as Approved wit.. Mark as Approved > Reject
' Wark 28 Approwed
Park as Apgied
V-GRIM-001-002 s
+ Full Work Plan - X Foject
[y meactivate
Ducwrpenits Relaled
) Refresh

Dy, Cneck Access

D Mo .
_ O Search . =@ SATAL cPG Portal Home | GO Expansion
ork Plans
3 o s
how Chart C_,J Refresh | Visualize this view =) Email a Link e 2 Flow Run Rep)
Work Plan status ~ All ~
MX WP Work Start Work End Submission
MX Work Plan No MX SP No. Work Plan Name: Revision No. WP Shatus T Date Date Date
P No. v Work Plan Name ~ MX..~ WP Status T~ W
3101-LSE-KIN-001 Existing Track Removal T3 and T4 24 7 | VReaITSE SPABSIONLSE:  Edsting Track o7 1 02
g Approved / Aar 001001 ey removal T3and T4 0 Approved 2026-07-16  2026-11-05  2026-02-04
6401-LSE-GRIM-001  Testing Internal UAT Round 2 2.4 Approved with Conditions 4/1
WRASHOLASE  Sp-igmOl-LSE- Lo Harbours
Temporary 00 Draft 2026:08-27 20261225

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.

|

Hello,

Hello,

Please note that Work Plan listed below has been now approved/ Approved with Conditions. Kindly follow the
link provided to access the Work Plan.

Please note that Work Plan listed below has been now approved! Approved with Congitions. Kindiy follow the link provided to access the Work Pian

Link for Work Plan Owners:

Rev.. Start End Link to Work  Link to Share
Baorehole stakecut and locates WP-126701-LSW-0AK-001-001 40 2026-12-00 2027-02-04 Click here to go to Work Plan
Existing Track WP-183101-LSE- 11 2026- 2026- | Clickhereto go = Click here to go
Removal T3and T4 | KIN-001-001 0716 | 1105 | toWorkPlan | lo Share Point For any Inquiries, please contact Karthika Jeganathan@metrolink.com (Karthika Jeganathan)

Link for Subject Matter Experts:

Work Pan Hare R - Contractor email

Existing Track Removal | WP-183101-LSE-KIN- 11 2026-07- | 2026-11- Click here to go lo
T3and T4 001-001 16 05 Share Point
For any inquiries, pl @metrolinx.com (Work Planning Standard).

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.

Work Plan Owners WPS App Walkthrough 10 =2 METROLINX
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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.

_ e

Helio, -

Plense find the MoG below for your review: Kindly follow the link provided to access the MoG., © Recent ~
57 Pinned ~

MoC-183101 Click here 1 | WP-103107-L SE- Work Planning Standard

50 o MoC. KaN.0D1 001

Erisling Track
Remoual T3 and T4

Click hore o go
t Work Plan

Glick hera ta go
in Share Pint

LSE KIN 001.02

$® Scope Plans

P TVART .

MOCABI-LSEKIN-  WIP-183101-LSE-UN-001  Existing Track Remaval T3
1102 o and 14

| £ Management of Cha..

For any inquiries, please contact WorkPlanningStandard@merraliny.com (Work Planning Standard).

‘Work Planning Standard

O Search

€

BS Show As ™

MoCs - All ~

O

MOC No. ~
MoC-166401-LSW-GRI...

O
(]

B2 show Chart

MoC-166401-LSE-GRIM...

O Refresh 1 Visualize this view 2] Email a Link ~ 2 Fow
F Editcolumns % Editfilters | O Fil
MX Work Plan No. ~ MoC Status T~ Work Plan Name ~ Wpr
WP-166401-LSW-GRIM-... Submitted 2hr WP Ap
WP-166401-LSE-GRIM-0... Submitted Testing Internal UAT Round 2 Ap|

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.

SANDBOX +

Pawer Apps

(7 =zl ) MoC-1664D1-LSW-GR WG suomitted 2w Approes with Con..

L3 Work Plans

[ MoC-166401-LSE-GRIM. Submitted Testing Intarnal UAT Round 2 ApRrowed with Con..

£) Management of Cha..

Power Apps

€ M showas v e R emailaline | v B How B Shave.
@© Recent v @) necen v
= Pinned v MoCs - All @ Editcolumns 7 Editfitess | 2 Filter by keyword P N
Work Planning Standard [ MocNa X Work Pian No. WMoC status [~ Work Plan Name WP Starus - Woek Plaaning Standard

€ Scops Puns
& Work Plans

€ Mansgement of Cha

S search

B Show As G0 showchan () Revesn 4 Visualce thisview O Emaila Link P now v (@ mnrepon v @
WorkPlans - All* I dit col
1 MK Work Plan Ne. Work Plan Name = MKWP Rovis.. © WP Status

03> WP-119974-NW-NW-001-001 encavation 00 | Approved

[ [ WP-166401-KIT-WES-001-002 Diversion of MX T2 inta CP2 00

[] mocHe - MX Work Plan No. + MoC Status T~ Work Plan Nama WP Stat

OIf MoC-166401-KIT-WES-.. [} WP-166401-KIT-WES-001 | Submitted Diversion of hiX 12 info P2 Appro

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

Power Apps Waork Flanning Standard

B Save @& Save & Close

(T Recent

&

Pinned

MoC-166401-LSE-GRIM-001-01 - saved

Wark Plannin Standard WPS_MoC - Mot Form ~

=7 Open SharePoint Folder

B Mark as In Raview

[» Deactivate (O Refresh  © Check Access

Hello,

Please note that MoC listed below is in review stage. Kindly follow the link provided to access the MoC.

MoC-126701-LSW-OAK-001-04 Click here to g0 16 MoG WP-126701-LSW-0AK-001-001 Borehole stakeout and locates

For any inquiries, please contact WorkPlanningStandard@metrolinx.com (Work Planning Standard).

Click here to go to Work Plan

Hello,
Please note that MoC listed below is in review stage.
Kindly follow the link provided to access the MoC.

Link for Work Plan Owners :

Link to Share
Point

Link to Work

Link to MoC o

Work Plan Name

MoC-126701-LSW- | Clickhereto | WP-126701-LSW- | Borehole stakeout | Clickhereto go | Click here to goto
OAK-001-03 goto MoC OAK-001-001 and locates o Work Plan ‘Share Point

Link for Subject Matter Experts :

Work Plan Name Link to Share Point

Borehole stakeout and
locates

MoC-126701-LSW-OAK-001- | WP-126701-LSW-OAK-001- Click here to go to Share

Point

For any inquiries, please contact WorkPlanningStandard@metrolinx.com (Work Planning Standard).

EE— VPOcmal )

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.

Work Plan Owners WPS App Walkthrough
Date Approved: 3/11/2026
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Section 3 - Type of Change

Field Level Change? & Administrative Level &
Change?

Document Attachment &

Change Type @ |sthere an increase in -~ * &
risk or scope?

Has risk assessment = Has risk/scope =)

been done? increment dacument

been attached?

Explain Risk/Scope Mol
Increment Irrelevance

Start Mileage Mo End Mileage o]

Description of proposed = &)
changes

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

Mame of Approver - Approver Phone Number -

Date of Approval - WP Revision No & 200

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

Power Apps | Work Planning Standard L Search

- S (64 Save [ Deactivate T Open SharePoint Folder : @ Share ~
® Recent v

& Pinned e MoC-166401-LSE-GRIM-001-01 - saved

Work Planning Standard WPs_MoC J MeCSsCommant=Ss

. MoC Form
43 Scope Plans CERE &% Form assist
v MoC - Comments
{* Work Plans
1142 Management of Cha... MoC No. B MoC-166401-L.. MoC Status &  Dpraft
MX Work Plan No. 3] WP-166401-1.. WP Status & Approved with Co..
Comments
Notes + |:] = O
}3 Search timeline
£ Enteranote... ]

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.

Work Plan Owners WPS App Walkthrough 12 =2 METROLINX
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MoC Approval or Rejection
A MoC can be either accepted or rejected by the WPO.

MOC APPROVAL

Power Apps | Work Planning Standard P Search

< @ [ Save [} Deactivate [ QOpen SharePoint Folder [5 send for Revision /" Approve & Unlock Rec

X Reject
MoC-126701-LSW-0OAK-001-04 - saved &" save & Close
WPS_MoC - MoC - Comments ~

() Refresh

i v
Overview Related Q@ Check Access

A, Assign
MoC No. B MoC-126701-LSW-OAK-001-04 MoC Status 2 Flow >
B Word Templates >

MX Work Plan Ne 8 & WP-126701-LSW-OAK-001-001 WP Status

Hello,

Please note that MoC listed below has been now approved.

Kindly follow the link provided to access the MoC.
Link for Work Plan Owners :
LinktoWork  Link to Share
P

Link to MoC 3 Work Plan Name
Hello,

MoC-126701-LSW- | Clickhereto | WP-126701-LSW- | Borehole stakeout | Click heretogo | Click here to goto
OAK-001-02 g0 to MoC OAK-001-001 and locates to Work Plan ‘Share Point

Please note that MoC listed below has been now approved. Kindly follow the link provided to access the MoC.

Link for Subject Matter Experts :
MoC-126701-LSW-0AK-001-03 Click here to go to MoC WP-126701-LSW-0AK-001-001 Borehole stakeout and locates Click here to go to Work Plan . Work Plan Name Link to Share Point

For any inquiries, please contact WorkPlannir om (Work Planning Mocr|257017é25wroAKruo|r WP-1 267017!‘05W70AK0017 Boreho\‘e stakeout and Click here Pla go to Share
1 locates oint

Contl'actor a roval email For any inquiries, please contact WorkPlar} .
m WPO approval email

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 ﬁ

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.

rePoint Folder  [5 Send for Revision ./ Approve & Unlock Rec.. & & sh
X Reject

&' Save & Close

() Refresh
The Work Plan will not change and remain it is previous
. . Q Check Access E::“ Form
Approved/Approved with conditions status. B i

Hello,

Please nole that MoC listed below has Rejected. Kindly follow the link provided to access the MoC.

MoC No. Link to MoC WP No. Work Plan Name Link to Work Plan
|f the MoC is rej eCted, the Contractor and MoC-126701 LSW.OAK 00104 | Click here fogoto MoC | WP-126701 LSW.OAK.001.001 | Borehole stakeout and locates | Click here to go to Work Plan
the WPO can discuss the required updates, For anyinacs, pease contct ik PenningStndarg Aol com (Work Faming Sencerd)

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.

Power Apps | Work Planning Standard O Search S AND BOX + & 2
= € B8 showAs v [ Show Chart () Refresh 1 Visualize this view [ Emailalink =~ 2 Flow [ Share +
© Recent v
% Pinned v WorkPlans* [ Edit columns Y7 Edit filters
W A S ] [J  MXWork Plan No. MX SP No. ~ Work Plan Name MX WP Revis... v WP Status T+

£ Scope Plans

[ >} wp-183101-LSE-KIN-001-001 SP-183101-LSE-KIN-001 Existing Track Removal... 20 In Revision - Approved/Appr...

{3 Work Plans

€3 Management of Cha..

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.

i1 Power Apps | Work Planning Standard B Search Edit filters: WPS_WorkPlanDetails
_ B Reset to defaukt W Delete 2 fiters
- & Bshowhas v [ ShowChart () Refresh ] Visualize thisview [ Emailalink = v 2 Flow v ® Share
Recent M Field Operator Value
% pinned ~  WorkPlans T3 Editcolumnsf| V' Edit fiters | 2 Filter by keyword
| | Active Record? Equals Yes X
Work Planning Standard _] MXWork Plan No. v MX SP No. v Wark Plan Name MX WP Revis... v WP Status T+ v
) S 1> WP-o99991-LSE-KN-00.,  SP-339991-LSEKIN-001  PROD Test Work Plan.. 30 | Approved 1 WP Staws Does nat egal L
| <3 work plans

[> wp-939891LSWOAK0.  SP-995991 LSW-OAK WP Production Testing 1 10 Approved 1 0= -
€& Management of Cha. — Status Equals Adive X

r > WP-599591-LSW-DAK-0. SP-399391-LSW-0AK-. Prod Test Workplan #1 10 In Revision - Approved/Appr... 6

+ add ~

Communication with the Contractor

An easy way to communicate with the Contractor is
to use the Comments section at the bottom of the

2 Search

Power Apps Work Planning Standard

1143 scope plans

& Work Plans

WPS Scope Plan

€ (7 [® MarkasinReview [ Deactivate T Open SharePoint : [# Share +
® Recent N Work Plan. The Contractor and WPO can send and
% Pinned | SP-166401-LSW-GRIM-001 e receive note to each other at any point of the WPS
Work Planning Standard ViPs.Scope + ScopePlan form - process, even when the Plan is locked.
Documents  Related

% Form assist

&3 Management of Cha... Comments
Notes + 0 E O
O Search timeline
& Enteranote il
Get started
Capture and manage all records in your timeline.
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