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Overview

• The CMS Login Screen
• Consultant Profile

• How to register and affiliate profiles
• Enter the Payment Information

• Consulting Services 
• View advertisements in different ways
• Submit Expressions of Interest

• Request for Proposals
• Prepare and Submit Proposals

• Reference Materials and Support

2



INTERNAL. This information is accessible to ADB Management and staff. It may be shared outside ADB with appropriate permission.

Navigate the Login screen
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CMS Login Screen
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Navigate here

1st time users

Downtime advisories
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CMS Login Screen
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Email with instruction 
for password reset
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Consulting 
Opportunities
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Search filters
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Shortlisted 
Firms
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Awarded 
Contracts
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consultanttutor.adb.org

Online Guides 
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Consultant Registration
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Consultant Registration
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No account yet?
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Choose account type to 
proceed with registration
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Registration Tips

• Take note of all required fields marked with asterisk

• Ensure that information are ready and at hand before 
starting the registration process

•Complete the registration within 15 minutes to avoid losing 
entered information
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Firm Basic Information
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Basic Information
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Basic Information
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Click Continue to go to the 
Attachments and Certification page
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Attachments and Certification
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Attachments and Certification
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Simplified Registration completed 
after successfully clicking Submit
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CMS TIP: Complete your Profile Information

• You can select information to be highlighted in your 
Expressions of Interests

• Your CMS Profile can be used as your CV/Company 
Information 

• ADB staff can search for specific registered consultants in the 
CMS database
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Profile tab
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CMS Account Affiliations

• Firm with an Individual Consultants

• Individual Consultants with a Firm

• Firm with Another Firm
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Firm  Affiliation 
with an Individual Consultant
Necessary for processing Individual through a firm contract
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Affiliating Firm with an individual Consultant
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Firm Key Experts screen
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Make sure all details are correct
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Individual Consultant’s Dashboard
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Individual Consultant’s Response
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Select the Response
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Individual Consultant with a Firm
Necessary for contracting individual through a firm contract
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Affiliating Individual Consultant with a Firm
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Company Affiliation screen
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Make sure all details are correct
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Firm’s Dashboard
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Firm’s Response
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Select the Response
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Firm with another Firm
Necessary for submitting EOIs and RFPs as part of JV or Association
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Affiliating Firm with another Firm
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Affiliate organization screen

Make sure all details are correct
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Firm’s Dashboard
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Firm’s Response

Select the Response
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Payment Information
Necessary for finalizing contracts
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Payment Information
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Payment Information
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Payment Information
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Find Bank screen
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Payment Information

Ask your Bank Representative who 
handles cross border transactions
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CMS TIP: Provide intermediary bank

Why do I need it?
To avoid unapplied payments, delays 

and unnecessary transaction fees.
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Payment Information
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You have the option to put a comment to 
provide ADB additional information when 

validating your bank account
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Consulting Opportunities
How to find them?

48



INTERNAL. This information is accessible to ADB Management and staff. It may be shared outside ADB with appropriate permission.

Viewing Consulting Opportunities

• cms.adb.org (anyone)

• csrn.adb.org (anyone)

• Opportunities tab in CMS (registered consultants)

• Weekly CSRN Weekly email notifications 
(actively registered consultants)
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Searching opportunities via http://csrn.adb.org
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Search filters
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Searching opportunities via http://csrn.adb.org
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Click the Project link to view the 
Project Data Sheet in adb.org

Click the View CSRN icon to 
view the consulting opportunity
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Searching opportunities inside http://cms.adb.org
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Searching opportunities inside CMS application
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Searching opportunities via the CSRN Weekly 
email notification

54



INTERNAL. This information is accessible to ADB Management and staff. It may be shared outside ADB with appropriate permission.

Viewing the CSRN screen
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Review details in the 
different tabs.
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Express Interest
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Express Interest
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Express Interest
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Add Projects that were 
added in the Profile screen
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Add Project Information

59

Projects listed are those that are 
entered in the Profile page

Click the Details icon to review if 
project will be included in the EOI
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Project Details
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61

Select Projects to be included in the EOI

Put a tick mark on Projects to 
be included in the EOI

Tip: Choose project involvement that 
are most relevant to the published 

consulting opportunity.

Click Select to add 
the Projects.
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Express Interest

62

Add Experts with 
“confirmed” affiliation
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Add Attachment screen
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Express Interest
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Read, review and tick the appropriate 
responses in the Eligibility Declaration 
then Submit the EOI to be evaluated.
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Reusing similar EOI

65

If an EOI was submitted for a similar 
opportunity, you can reuse the previous 

submission as your template.
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Search and Select EOI screen
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Select previously submitted EOI 
that will be used as a template.
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Search and Select EOI screen
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Click Yes to overwrite 
existing EOI.
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How to check the status of the EOI
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View EOI status under 
the Remarks column
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Responding to Request for Proposals
When you are shortlisted
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Responding to RFP
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Request for Proposals

Download and review.
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CMS Tip4: Read the “Read This First!” 
document in the RFP Attachments
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Select your response.
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Regarding online CMS proposals:

• CMS does not function as a dropbox for proposals;  ample time for 
data entry of fields should be reserved

• Access times to CMS is verifiable 

• Upload attachments as PDFs rather than DOCs . as these 
attachments are automatically combined for the benefit of the 
evaluators
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Preparing & Submitting Proposals
Responding to RFP
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Preparing and Submitting Proposals
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TECH Attachments subtab

Download and fill-up these 
templates upload these as TP 

Proposals.
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TECH-2 Team Composition subtab

Update TECH-2 Team Composition 
with the list of your staff you propose 

for the assignment.
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Team Member screen

CMS No. is optional during TP stage 
but will be required during 

Negotiation stage.
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TECH-2 subtab

Optional step if you want to propose a 
new position and new team member.
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Team Member screen

Enter the title for the 
proposed position and update 

the rest of the fields.
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TECH-4 Personnel Schedule subtab

Data in TECH-4 Personnel 
Schedule comes TECH-2.
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FIN Attachments subtab
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FIN-1A Remuneration subtab
Update FIN-1A Remuneration 

with your experts rates.
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Remuneration screen

Fill up the proposed rates for each 
expert and click Apply.
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FIN-1B Remuneration Breakdown subtab
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FIN-2 Reimbursable Expenses subtab

Update proposed rates for items 
Required in Proposal or Add Expense 

Items for additional costs.
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FIN-3 subtab

Data in FIN-3 comes FIN-2.
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Messages screen

Ask questions regarding the 
project or the assignment.
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Create Message screen

Enter the question you wish to ask and 
click Send.
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Submission screen

Click Verify for CMS to 
check your proposals. 
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Warnings and error messages in the workflow 
screen
Clicking the Verify button displays any Warnings or Errors that are 
validated by CMS

• Errors prevent submission and must be properly addressed

• Error messages persist until the Verify button is clicked again

• Warnings only require that a comment be entered 
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Verify & Submit screen

Click Verify and Finalize. Your 
proposal will be Read-only and 

ready for submission
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CMS Notifications
Automated messaging
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CMS Notifications on 
Technical proposal Scores
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CMS Notifications on TP and 
Price notification
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Contract Negotiation
How to negotiate using CMS
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Consultant’s Dashboard
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Negotiations tab
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Review Contract 
Attachments

Attach Confirmation of 
Acceptance
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Add Attachment screen
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Ensure proper category 
of the attachment
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Submit response
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Select response to the offer

Click Submit to send 
your response
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Submit confirmation
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Negotiation status
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References
Where to find more information
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CMS Tip 5: take advantage of online references before resorting 
to contacting CMShelp

• Learning Videos

• Quick Reference Guides (QRGs)

• Frequently Asked Questions (FAQs)
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Consultanttutor.adb.org
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CMS Dashboard
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108
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Thank you for your interest
cmshelp@adb.org
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