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Secure external-facing
web-application that allows the
Borrower to prepare, submit
and track withdrawal
applications (WA) for sovereign
loans & grants online:
https://cpd.adb.org

e 24x7 system available
anytime, anywhere

What is CPD (Client Portal for Disbursements)?

; CLIENT PORTAL
;’L\DB ‘ FOR DISBURSEMENTS

Welcome to ADB Client Portal For Disbursement

A better channel for submitting Withdrawal Applications for Sovereign Loans and Grants

CPD is the property of the Asian Development Bank. It is for authorized use only.
Unauthorized, improper, or mis-use of this system is strictly prohibited and may result in
denial of future access, administrative disciplinary action, and/or sanctions. By continuing
to use this system, implies your awareness of and consent fo these terms and conditions

of use. If you are not an authorized user, please log out immediately.

Asian Development Bank

Headquarters: & ADE Avenue,
Mandaluyong City 1550, Mefro Manila,
Philippines

Tel: +63 2 632 4444
Email: adbcpd@adb.org

Login



https://cpd.adb.org/

Client Portal for Disbursements (CPD)

- Paperless submission

- Zero time and cost of mailing hard copy WA to ADB
- Reduced errors in WA preparation

- Expedited disbursement due to automated data
validation

- Status tracker

- Quick access to reference documents




Overview : WA Submission in CPD

Borrower/EA/IA

WA
Creator

WA
Approver/s

Prepare draft WA Review draft Review draft WA
(create/edit) WA , verify and and Approve
submit to WA using token
Submit to WA approver
Verifier Return to WA
Return to WA creator
Respond to query creator
from ADB via CPD
Messaging Respond to Respond to query
functionality query from from ADB via
;DB via CPD CPD Messaging
es5aging functionality
H"_rA functionality
Viewer
NOT allowed to
View-only WAs NOT allowed to create NOR edit.

create NOR edit,

ADB ADB Project
PRM/CTL Officer(PO)




Required Forms for CPD

Roles

Required Form

Registration Form for

Description

This form, indicating the persons to be given

to Sign WA (Appendix 4A)

VWeAr‘ifCig?a;(r)]g Client Portal for Disbursements | country access or project access in Client Portal for

Viewer (Appendix 14A) Disbursements, is to be signed by a competent
authority in the particular executing or
implementing agency

WA Approver Evidence of Authorized Persons | This form, indicating the persons authorized to

(i) deliver the WA by electronic means and

(if) manually sign hard copy WA

is to be signed by the borrower's designated
representative indicated in the loan agreement

This form may also include the persons whose
authority is requested to be revoked, as applicable




Key Features of CPD

= Automated validations

— Duplicate WA number warning

— Insufficient contract or loan balances
= Auto-generation of information

— Contract name and description, contract balances, and contract
currencies and cost categories

= Auto-population of payment instructions

— Upon creation of Beneficiary Registration Facility (BRF) record
= E-mail notifications—for updates on WA status
= Workflow history—for tracking the WA status




Key Features of CPD

= Messaging function

— ADB and the executing agency can communicate for queries, and
upload supporting documents, if requested

= Preview, export, and search facility
—> Preview the WA in PDF;
— Export the summary/SOE sheet in Excel format; and

— Search WA by various parameters such as loan or grant number,
disbursement type, WA status, and date created or submitted.




CPD Legal Forms

¢ Registration Form
¢ Evidence of Authorized Persons Form
¢ Revocation of Authority of Authorized Persons Form

CLIENT PORTAL
‘ FOR DISBURSEMENTS
LA L LT SO VWAS Uploaded by RM Eeneficiary Registration  System Setup -

List of Withdrawal Applications

Enter Search Parameters

Country All e
Evidence of Authorized Persons Form
Executing / Implementing Agency All -
Loan/Grant Number & Title: All -
Disbursement Type All - Last Update
WA Status Submitted fo ADB




Access to CPD

Fill in and submit user registration form

CPD P s ADD

Registration - Client Portal for Disbursements

Instructions:
H 1 Each Gov t A f a Developing Member Cou DMC) participating in Client
1. Download CPD Registration Portal for Ditburserments (CPD) ail compiete e regaaton o The complted jorm may

be scanned and sent to the following e-mail account adbcpd@adb.org or faxed to ADB

H Headquarters at +632 636 2606. The original form should be signed by an authorized official of

FO rm I n the Agency and received by ADB within 30 calendar days of this account request. It can be
mailed to ADB Headquarters or the relevant resident mission.

http://www.adb.org/docu Please complste all four pages.

ments/client-portal- 1: Agency Details
disbursements-guide Nome ofhe Relevart US| |
2. Fill in the form/ et |
3. Submit to ADB or scan and | |

Please include the country code and city/region code
suitable for international dialing.

email to adbcpd@adb.org
4. ADB will send activation link
to registered email address

Postal Address
(required)

Please provide the complete address of your agency,
including the country name and any required postal
codes, appropriately for addressing international

/a Evidence of Authorized Persons form- for postal mail
authorized signatories; and Registration form —
for creators and viewers of the agency



http://www.adb.org/documents/client-portal-disbursements-guide
http://www.adb.org/documents/client-portal-disbursements-guide
http://www.adb.org/documents/client-portal-disbursements-guide

Security

Use of security token

» To secure the process of approval and submission of WA to
ADB

» Electronically authenticates the WA Approver’s identity

» Serves as the authorized WA Approver’s digital signature to

be used exclusively for approving and submitting BRFs and
WA in the portal
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¢ Search
Entrust IG Mabile
g smart Cred

- ¢ Available in Apple and Android
= 2 s OS Requirements
4+ e i0OS 7 and later (Apple)

 OS 2.3 (Gingerbread) and later (Android)
¢ Applications to download
* Entrust Smart Credential (for approving WA)

greg, e Tollcsing are tha grag, the tolowing an - - -
f::‘,:‘:f%;ﬁ;f:f:,f kit ”“ - * QR Reader for iPhone/ Lightning QRcode Scanner

(for activation of soft token)




Beneficiary Registration Facility (BRF)

A feature in CPD for registration of payment beneficiaries and instructions for
Loans and Grants to improve process efficiency and control.

CLIENT PORTAL .
CPD b‘ FOR DISBURSEMEMNTS "\.I )I"}

Home Create Withdrawal Application Create Beneficiary Registration References

Search Beneficiary Registration

Enter Search Parameters

Disbursement Type All | Created Date From To
Loan/Grant Number & Title All _:-:J Last Update Date Froim Ta
Currency All | Date Submitied to ADB From Ta
Executing / Implementing Agency All | Last Updated By Adl e

Status Al [»]




Beneficiary Registration Facility (BRF)

Allows the borrower to create a one-time registration of
payment beneficiaries

Designed to strengthen internal control over the payment
information provided by the borrower

A BRF record must be submitted to and activated by ADB
before the first payment to the beneficiary can be made

Once the BRF record is activated, the payment instruction section will
automatically be populated when creating WA in CPD

For direct payments, WA Creators have the option to select from a list
of BRF records created under the same Loan, Grant, Agency, Currency,
and contract



BRF Submission in CPD

WA Creator WA Approver

eCreate or update e Review BRF e Review BRF *Review BRF
BRF record™ e Submit BRF to e Approve BRF or ¢ Activate BRF

e Upload WA Approver return to WA for use in WA
supporting or return BRF Creator for e Clarify BRF
documents to WA Creator amendment issues with WA

e Send BRF for for amendment e Cannot amend Creator and
verification or e Cannot amend BRF data WA Approver
save as draft BRF data e Return BRF to

e Amend BRF data \ ) WA Creator for
when returned amendment
by WA Verifier/

K Approver or ADB) K ) _

*One-time registration of the payee’s bank information. A BRF record should be updated
in case of changes in the registered payment instructions.




Step 1: Enter Basic information

Key fields:

Once click “Save & Next”, values
cannot be changed

New BRF will need to be created
to change values

CPD R st ADB

Home  Create Wilharawal Appicaton

Enter Biarsic Intormabon (4]

* Distrarssment Type:

* Product Typs:

* Loan/Girant Mumier B Titke:

* Endiliiy | impementng Apeacy:
WA Curmeacy

" PSS Mamber:

Sub Cormacior | ARernans Faymans laricoons:

Create Beseficiany Registration RS2 [ =12 ol ]

Creale Paymenl Insbuchos Alach Suppoitng Dotunents Sabnil
B woriow Hestory

[Dwwct Payment

Direct Payment
Wlean ()Geant Reimbursement

Achrance
Defuntient of Fatdt - hl|
USD - S DOLLAR W
Salact |
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BRF - Create & submit a BRF record

Step 2: Create Payment Instructions

D ninreeal Typs -

i g | Epleitamliag Ageniy:

LR

Pargrnent Insiruclion

Direct Faymeant

Dutac? Payren

Tarejiitn Hots Eividy Lontas

a
g P rpeTen]
BANK 8 HOM-BANE

Contsct Humber:

[==1 "8

B MMach Sugpeoting lecurmemls

L]

s

Fod Prosoaddeng

F oy L P g

worr | Wil bl

Show [T0_w] entries
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HOIALTD AG el ALINDH
Hik :'J iTam . & "
()  HiOy HINCON HEE 10F . BANK OF BHUTAN S
CONSTRUCTION JonesE MO Lor o ROMGEA, BHUTAN
HINDUSTAN HINCOM
COMSTRUCTION HOUSE, 11FL LAL O o TROMGSA, BHUTAN
COMPANY B ADILIR
- 215-07-55609 SUITE _ R— )
RODICO 0 LTD A o ROR HOEXKRSE HEE HasA BANK EULIRD
SCHWING STETTER CHENNAL
(IMDIA) PVT. LTD HOFC BANKLTD TAMIL NADU
- ) AOIYAL MONETARY
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BRF - Create & submit a BRF record

Step 2: Create Payment Instructions (Cont.)

Beneliciary Bank Delails m Wi B pesl Bank oo ahon

" Benaficiany Bank Nams ROYAL MOMETARY AUTHORITY OF ® Benafciany Accowant Bumber 1234587

BHUTAM Oaher Codes

Beneficiary Bank Detalls
[ e et et e e e e e e e e et

'I'-"Il'.':.l.'i deiasl purg (CAGORe e e Bank Addreas B LAl BN Code

=
|
I
|

= SWRUBIC Code 5 RMABETET =) :

Cormaspontan] Bank (For axamgka: US Bank for LISD, BV Bandk for EUR

Mol IF Seveluiey Sask o nof oalid o e Couwrdey wittie Cwrsady b Slarmiend silir Fie SeftilD Sode of Pue Sank's comdoadesd b i Curmacy

LI As Apphicabde, Imermediany Hank (Fof ecample CONERRSEHRSEAATY ), Of Head Cehoe

Nobe; IWermedian basd is o band [ acls 7 befween e Benelnay Jank and Corespondeni San

Swill'BIC Code FRMYLUS33 =)  Account Ho.

Bank 2

Applicabls with Intemesadiary Banl (For axampla: LS Bank for LIS, EL] Eank for ELAR

o B sy Baewk o nal sl rt VTl wittuies Cuereacy o Sharment vty e SerlBIC Cocle S Ihitw Sdak's foerey Povntesl By e (L riiasy

Swilt/BaC Code [ @ Account Ko,

Basik o Bank (FOR ADB USE OMLY) Shaw (+]




1. Artach documents that will confirm the payment
Instructions. Direct Payment
2. Select the Document Type that applies for the document.
3. Enter ashort description about the attachment m e L P e
4. Click Save. The attachment will be added in the Listof | ™ et e — -
Supporting Documents. e b i =
5 Repeat from Step 1 to attach another document. A Add Suppocting Documonts
maximum of ten {107 files may be attached to the d(}.,_,._, R —— O
beneficiary registration. Mote that each file forupload T e .
should not go beyond 10MB in size., i e i S
6. Click MNext. This will open the Submit page. — e ©
E;:::rm e
* Decument Typs: Lonkacd pge e banh detei
Supporting documents can be e
bank letter detailing the PS——
payment instructions, the s
contract pages with the N e C
Pag c‘ml of Supporting Documents b \-)

payment details or the supplier
invoice/ payment request with
the payment details

Uocument Type

Wigpinaded By

1 Bank conliemabion befier Examgie zip LB ICRE, LCAMA IEl

MINOR CHANGE —no approval process
MAJOR CHANGE - requires approval process



BRF - Create & submit a BRF record

Step 4: Submit the BRF for reviewer

Are you sure you want to submit the

beneficiary registration?

A message opens to Please confirm the following details before
confirm the beneficiary submission

registration. Review all the E;Tmﬂzfm ey
details displayed and once E:rer::vcymﬂ?s?w of Industry, Science, Tech and
confirmed, click “Submit”. g';'r'::ﬁmw: T

INVESTMENT CO., LTD.
Payee Account Number:
Bank Name:

A message flashes to
. - Please confirm also that the payment instructions
confirm the beneficiary are comect and follow the Guide to Payment

registration submission to Instruclions.
the BRF Reviewer

MINOR CHANGE —no approval process
MAJOR CHANGE — requires approval process



BRF - Update an activated BRF record

Homa Craals Withdrawal Applcalion Creabe Bensficiary Regisiyation Heaich Ralerancas

1. Click “search” >

“Search Beneficiary
. . " Enter Search Parameters

Registration L = = e

2 E t S h LsanTuant Humbser & Trike Lk HHY (COL) SECOND T Crnased ate From ]

. n Er Earc ety A1 w Lt Uipdate Daie From T

Parameterﬂ, then Executing | Implemering Agency a0 b Diate Submitied te ADE From Ll
click “Search” Staten Actvabed v st Updated By -

N
3. Select the BRF that

you want to update

Search Results &

Show | 10w | eniries Filter

4. Click on “Update” to
start updating the

record : ' ;e Tingsts Myt Energy Limaes . pcwe 130
T EHU g Ll - EHLOO1 ol 1.0 4 2020
COL
Lian-
Tangribg Hydio Ereigy Lissies ’ AT ke 12-De-
el BHLI o EUR - EHLBO1 oo 10 4 i
(0L}
Loar
" . Tangsid Hydio Eseigy Lissd Achvale 28
3018 - ™ uso o 10 - e
COL
L
Tangruiy Hyten Ergy Lisstea . Ackeaty 1
8028 B P uso e 2001 10 . s
5oL

MINOR CHANGE —no approval process
MAJOR CHANGE — requires approval process



BRF - Update an activated BRF record (Cont.)

MINOR UPDATE:
Updating the Beneficiary Address & Bank Address is considered minor and does not
require the workflow to verifier & approver

MAJOR UPDATE:
Other fields when being updated will require the workflow to verifier &
approver and ADB activation

MINOR CHANGE —no approval process
MAJOR CHANGE - requires approval process



BRF Reference Guides- in CPD

QRG, brochures and other materials will be
available in CPD for Users

CPD BRF Creators Guide

CLIENT PORTAL .
CPD h‘ FOR DISBURSEMENTS ADB
Create Wilhdrawal Appication Creale Beneficiany Regesiration Search u

CPO Manuals »

Withdrawal Applcation Benaficiary Regestration mm“!

QRG - 5o Token (05
L of Withdrawal Al stions for Actic .
[QRG - S08 Token (Andeokn
Country - Lean'Grani 5 LoanGrani MNur : _ : : '
e 5 M Vi A ‘Leaming Videos » QRG - Hard Token (Entnei)
ronn Gt b FG-Up Paryimans insructions (CRG - Toen-Tounch Wondew | Craaled-Appiover)
Show 10 | entries

| pandGaant humibsy VA, Musmbsor CP Transation Mo, | Desbursomon] Type

Loan- 3083080 SImd CP-EA-SGE4T iretal Advance




Video Guides- in CPD

Videos:
CPD - Creating and Submitting a BRF Record
(Two-Touch Approval)
CPD - Creating and Submitting a BRF Record
(Three-Touch Workflow)
CPD - Updating an Activated BRF Record
CPD - Verifying a BRF Record
CPD - Approving a BRF Record

CLIENT PORTAL
‘ PD b( FOR DISBURSEMENTS ADB
ITUPNTITN VA UplosdedbyRM  Benficiary Regisiraion  System Setup -

CPD Manuals » _
» eam Creating and Submiing a BRF Record (Two-Touch Approval)
Enter Search Parameters CPD Cuick Referencs Guide » Creafing and Submiiing a BRF Record (Three-Touch
GPD Product Brochure
Country Al v WA Number | . s Updaling an Activated BRF Record
CPD Legal Forms = _ _
Executing / Implementing Agency A v CP Transactic - Vesifying a BRF Record
Guide to Filing-Up Payment Instructions
LoaniGrant Number & Title: ] W Created Date. 3 mtaﬁm
Guide ko Ataching Supporfing Documents
Disbursement Type Al ¥ Last Update | 3

Videos are available NOW in the CPD Reference Tab



ADDITIONAL POINTERS/REMINDERS

1. Create the BRF immediately after a contract has been awarded and
PCSS has been issued.

« Payment information per contract
» Request the supplier/contractor to provide a bank letter detailing

the payment instruction.
« |If the currency to be paid is in foreign currency, details of
correspondent bank should also be provided in the bank letter

Necessity of initial upfront investment on the effort to ensure accuracy and consistent information
But will benefit in assurance of consistent/accurate information and process efficiency for all future

submissions.




ADDITIONAL POINTERS/REMINDERS

3. Please fill-out all the required information in BRF. Learning
materials and videos are found in the Reference section of the CPD.

Necessity of initial upfront investment on the effort to ensure accuracy and consistent information
But will benefit in assurance of consistent/accurate information and process efficiency for all future
submissions.




Performance Consideration

SOLUTION
Document For Users
upload may ¢ Use PDF format and document without images
require large ¢ Zip files to reduce file size
bandwidth and ¢ Check the min. bandwidth requirement
¢ 10 MB maximum size (per document)

be time

consuming

For System Design
¢ Perform virus check and upload to central file serverin
the background during off peak hours

ADB

User can only upload up to 5 files and each file must not exceed 10MB



Inquiries, Web Link and Tutorial Videos

"= Contact the ADB CPD Help Desk:

. ADB CPD Help Desk
. Tel: +632 8632-4422
. E-mail address: adbcpd@adb.org

= Available references inside https://cpd.adb.org

— Detailed guides on how to use CPD, user manuals, product brochures, quick
reference guides, and legal forms

— Video tutorials for BRF creation, verification, and submission are available
under the CPD references tab.
" E-learning

— Send an e-mail to elearning@adb.org to enroll in the elearning modules for WA
creation, verification, and submission using CPD available at
o Nttps://elearn.adb.org.

1. The required number of approvers for the loan or grant depends on the arrangement of Borrower with
ADB.
2. WA won’t be submitted to ADB until the number of approvals is reached



Create Withdrawal Application

A. Enter Basic Information

CLIENT PORTAIL
‘ F R DISBURSEMENTS

Relerences

Product Muamber
Splact Product Mumr

CP-EA-10001 P D005 e

Enter Basic iInformation Enter Summary Sheet / SOE Create Paymend Instructions

Withdrawal Application: Direct Payment

Atflach Supporting Docuwments

E Workflow Hestory

* Product Type: = Loan Grant

* Loan/Grant Number & Title:

* Executing / implementing Agency: Department of Macnosconomic Aflairs, MOF - BHUOO0OZ22
* Withdrawal Application Number: TEST1
* WA Currency & Amount: ) BTH - NGLULTRLUBM _'l_-r ]
:’ :.::1;.-._ the Final Disbursement for this 0. o o 4 = R i
L

e | Check Loan Profile and Ealance

=1

10:0.00

1. WA Number must be unique per Product

4. Don’t for get to tick correctly because we might miss this

2. The [Segment] field appears only if the loan or grant has a credit (financial intermediary) and non-credit (investment) component.
3. Final disbursement. Preparation of WA(s) for final disbursement(s) of a project loan and tranche disbursement of a policy-based loan should
be closely coordinated between ADB and the borrower, particularly if the remaining unutilized balance is expected to be fully utilized.



Create Withdrawal Application

B. Enter Summary Sheet/SOE

B Cofer Sasreresy Sheesl @ 500 £ Cresies Paepmest nvbrocsons

ni. Direct Payment

WelFy P ke TESTH Wil Cuerency & feraeget BTR 10000

Enter Expencibeie b Sumimasry Sheet

* PSS Wi - Combractios DOOE - EOHS INFERHATIOMAL * Totu Femscumi Pay sl L] 827 04
A Crmmbrasto T Bl Mo Fiett ol Wacx ]
SRS PFROEECT D ERSEHTATHORN CORTLL TAHT n
s e EONS IMTERISATHONAL e W TH DO INOLA. AND tiiiget Pl ey
Foiber BT e TR HUER- LR IE S FRAHCE AR Drtbas srrraer] 55 =
* g Bk s - ey Sareaas =] -I.mlulh-“.'“h [ =T
* Costract ‘Currsncy of Paymesrs BTH - RGEL TR :l Perkod Coresred Fram  32-Dod-2020 To -Co-R0
SchSgs I 34
Contrscl Balanes (par Corr FCat] Bl oo Frrtors ms o 58 0in 50 Eal Clate [
s ra B
Date o Fayrreres (Coel Fernarhs

Sigmimarny Shead

Swbect Cmgory: AL =1 "

1. Selecting a PCSS No. will display the EA Contract / PO Ref. No., Description, and Address if available
2. System will automatically display categories/subcategories and currencies applicable for the selected PCSS.
3. User can click the tip button to check contract profile and balance. Balance is as of last ADB business day.




Create Withdrawal Application

C. Create Payment Instructions -BRF

1. Create Payment Instruction not required for Imprest — Liquidation Only, Commitment Letter — LC Issuance and
Commitment Letter — LC Amendment

2. Clearing Code is required as an alternative if the SWIFT code for the PAYEE’s bank (not the head office) is not
available. The Clearing codes include the Fed Wire Routing number (/FW+9 digits) or CHIPS Universal Identifier
(/CH+6 digits), UK Domestic SortCode (SC), Australian Bank State Branch Code (AU), and German Bankleitzahl (BL)

account number with the correspondent bank, where applicable.




Create Withdrawal Application

C. Create Payment Instructions -BRF

T =R — e

WA Namime s

AR Carrmary L Rmae UAD OR300

If there ts more than one BRF record, click on This will display the list of active BRF records
the Get List of BRF button.

in the sarme loan or grant.

¥EHEVAN

roe: Baus infoomemon

O Erer Sumemery Shest (308 @

Croms Paymars nsrctons. ) Aok Supporing Docemants

vl Apphication: Dirsct Paymant

[ r———

Once a record is selected, the available fields will be auto-populated

with payment information details from the BRF record.

FASRAN DS TR ELENG Crind,
CHINAFEOPLESREF OF
eereticiary Plans Detaly

CLIENT PORTAL
BT D R L FOR DISBURSEMENTS
L RS TRIAL A ORI AL LA " Baek hbdeeis ‘

OO ANGAN STREET

* Baraficisry Aocoust Mo ARAM
ey Comden

T

1. Create Payment Instruction not required for Imprest — Liquidation Only, Commitment Letter — LC Issuance and Commitment Letter — LC Amendment



Create Withdrawal Application

D. Attach Supporting Documents

CLIEMT POETAL =t
al FiOR DHSBURSESMENTS Fa ] &1
ome | PG  ...o1x canenciacy ogiranon  Searsh | Feterences

[ 3 Ervies Sosvemasry Sheeet J 5S040 (] Creats Maprmeat winesctscrms L -] Sttsch Suspeecrissg Doocwsmends Sesbrren

C Iwdrorerad Apeplicasison:. Drect Paymani
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m Bl Tt o Anschenn Soppesrgg Ceeoerssnts
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Al Sasppeoriing Dioscumemss s
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User can only upload up to 10 files and each file must not exceed 10MB



Create Withdrawal Application

E. Submit WA to Verifier

CLIENT PORTAL
‘ FOR DISBURSEMENTS
Home Craate Withdrawal Application Creals Beneficiany Hagistration Saanch Referances

@ Enier Surmenary Skl | SDE @ Creals Payment InsireBans @ Atch Suppedting Decurenls @) Subssal

Withdrawal Application: Direct Fayment

A
(e e
WA Bumber: TEETY WA Cusrency & Amownt ETH .00

Sebect Withdrawal Applcation Verifier

Wischrpend Applcation Venfier

Gereric Verfer] (genericverer §i[ | Tangaity Hyoro Enengy Limited - BEU0011

The required number of approvers for the loan or grant depends on the arrangement of Borrower with ADB.



Questions

For further comments and suggestions, e-mail adbcpd@adb.org




Thank you!
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