APS Work Project Checklist
[bookmark: _Hlk487785372]Create project checklist with automated routing
This application is an electronic version of the Work Project Checklist, incorporating the function of the Work Entry Clearance and allow for electronic routing and approvals.
Access Requirements
To access the system, you will need a browser, ANL credentials and APS Coordinator role. You also must be inside the APS network. The URL address is:
https://beam.aps.anl.gov/pls/apex/f?p=WORKPROJCHK
Enter your ANL credentials when prompted:
[image: ] 
To obtain the APS Coordinator role, contact Steve Bogdan at sbogdan@anl.gov.
Creating a checklist
After logging in, click Add a Checklist
[image: ]

Please refer to a separate document “Instructions for Completing the APS Work Project Checklist” that can be found in ICMS: https://icmsdocs.aps.anl.gov/docs/groups/aps/documents/other/aps_2037274.pdf
https://icmsdocs.aps.anl.gov/docs/groups/aps/documents/form/aps_1259683.pdf

The checklist entry form is divided into various sections. Fields with a red asterisks(*) are required fields. Names of persons can be free form, auto-populated from the Workday database or from a pre-specified drop-down list.
[image: Graphical user interface, application]
Radio buttons contain “Reset” to remove previously selected values. Checkboxes allow for one or more selections.
[image: Graphical user interface, application

AI-generated content may be incorrect.]
Reviewers/approvers are selected by first checking the “Y” radio button and then selecting Designates. Alternates are optional. Note that these selection will generate the routing list when the checklist is saved and submitted for review. 
[image: Table

AI-generated content may be incorrect.]
Up to five “Other” approver line items may be added to the list
[image: Graphical user interface, application] 
Project management information may be filled in at anytime during the entry process.
[image: ]

Files can be attached to the checklist once it has been saved to the system
[image: ]
Choose a file from your local drive when prompted. Files must either be in PDF or Word format and need to be under 15MB in size
[image: ]

Checklist Status
The checklist status is indicated on top of the form.
[image: ]
When a checklist is saved the first time, a unique identifier is generated and displayed on the upper right hand of the form. This identifier is based on the calendar year the checklist was created, the requester’s division and a sequence number. Also note, the status is updated from New to Pending
[image: ]

After all the required fields have been entered, the checklist is then submitted for approval and the status moves to Review Ready.
[image: ]


[bookmark: _Toc522551271][bookmark: _Toc522551309][bookmark: _Toc522551958]Approval Routing Requests
Approval routing request emails are generated as soon as the checklist status is Review Ready.  The routes are based on the persons assigned in Part 3 of the form. Sample route list is below.
[image: Table

AI-generated content may be incorrect.]
When everyone in the list have approved, the checklist status becomes Authorized.
[image: ]
Querying for Checklists
You can query checklists for different status and/or by different APS coordinators. Click the Checklist on the left menu. Select Status and/or APS Coordinator and click Go.

[image: ]

 
Generate the checklist PDF
Click the PDF icon to generate the checklist PDF.
From the Query Listing:
[image: ]
 
From the checklist form:
[image: ]

Sample PDF is shown below:
[image: Graphical user interface, text, application, email] 
Other Features 
Ability to Delete – Click the Delete button to delete a checklist regardless of status. There is Undelete button to reverse the action. Note that the checklist is not physically deleted but a delete flag is updated.
Ability to Copy – Click the Copy button to copy a checklist to a new one. The parent ID is stored with the newly copied checklist.
Ability to Archive – this feature is still to be determined and implemented.
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Part 1. Work/Project Description (to be completed by the requestor)

* Job Title
* Location Of Work
*Date 091112025 =)
* Requestor
* Phone * Organization/Division
* APS Coordinator  Lacap, Felix M. - *Phone 26296

* Proposed Start Date

]

]

* Required Completion
Date

* Job Description

* General Comments/
Potential Safety Issues
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Part 2. Risk Classification & Contractor Access Requirements (To be completed by APS Coordinator or ESH Coordinator)

* Risk Classification

* Determiner

* Documentation

* Documentation Date

1) Construction 2 High  3) Moderate

1) Full Safety Plan  2) Job Safety Analysis

Contractor Safety
Orientation

* Other Requirements -
WEC, GERT, Blind
Penetration Permit, Open
Flame Operating Permit,
Confined Space Entry
Permit

Mini-Contractor Safety
Orientation

4)low | Reset

3) No Documentation Req

Bldg. Orient.

Reset

Other
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Part 3. Design and ESH Review (APS Coordinator to obtain approvals as necessary)

APS Site Operations O Y Designated  Preuss, Daniel ~ Alternate
Manager

Y NA Designated ~ Alternate
Health Physics Y NA Designated - Alternate

Fire Protection 'Y | NIA Designated - Alternate
Environmental Review @ Y Designated  Rossi, Paul - Alternate
NEPA Ref No

Occupant Y | NA Designated Alternate
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other OY [ NA Designated  Chang, Edmund (ESH 44163)
(Other) Specity  ESHRep (ASD), Dep. NIR S
Other (2)
Other Y ONA Designated  Rossi, Paul (ESH 57434)
(Other) Speciy  ESH
Other (3)

Other ()Y ONA Designated  Chang, Edmund (ESH 441

(Other) Specity  ESH

Other (4)
Other Y [ NA Designated
(Other) Specity
Other (5)
Other Y [ NA Designated

(Other) Specity
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Part 4. Project Management (To be completed before authorization to proceed is signed by APS Coordinator)

ANL Requisition No or NIA
Name Of Contractor Contract No
Contractor Manager/ Phone/Pager
Supervisor
Contractor Safety 10 Hr OSHA
Coordinator

Safety PlanlJSA Title Approval Date

Authorization To Proceed  Lacap, Felix M ~
(APS Coordinator)




image8.png
File Attachments

Please Save the form before uploading fil attachments.
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Attached Files Detail

File Attachments
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Files must be under 15MB in sze and must be PDF or Word documents
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Approval Reason

APS Site Operations Manager - Designated
Environmental Review - Designated
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B
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Approver
Preuss, Daniel 2-4457 FAC
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Russell, Edward F 27716 FAC
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APS WORK PROJECT CHECKLIST 2025-DND-00001

(To be used for non-ANL non-User hands-on work at the APS.) Authorized
Part 1. Work/Project Description (To be completed by the requestor)
Job Title: Instron Tensile/Compression Tester Maintenance at Sector 5
Location of Work: Sector 5 on the APS Experiment Floor (5-ID-D) Date: 08/20/25
Requestor: Mike Guise Phone No: x0227 Organization: DND
APS Coordinator: B. Fieramosca Phone No: x0201 Cell No:
Proposed Start Date: 08/26/25 Required Completion Date: 08/25/26

Job Description : Instron Technician to do the following: General maintenance, mechanical repair, powering up and testing of the

Instron Tester at Sector 5 inside of 5-ID-D.

General Comments/Potential Safety Issues: Proper PPE for work being performed, General tool safety. Also required are:

WEC, GERT, Dosimetry by Health Physics.

Part 2. Risk Classification & Contractor Access Requirements (To be completed by APS Coordinator or ESH Coordinator)

Risk Classification: Construction [ High Moderate ] Low Determiner _B- Fieramosca

Documentation: Full Safety Plan X sob Safety Analysis No Documentation Required ~ Date: 08/20/25





