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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

o 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

Prepare draft WA
(create/edit)

Submit to WA
Verifier

Respond to query
from ADB via CPD
Messaging
functionality

WA

Viewer

View-only WAs

Review draft
WA , verify and
submit to WA
approver

Return to WA
creator

Respond to
query from
ADB via CPD
Messaging
functionality

NOT allowed to
create NOR edit,

WA
Approver/s

Review draft WA
and Approve
using token

Return to WA
creator

Respond to query
from ADB via
CPD Messaging
functionality

NOT allowed to
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
QARSI LEL LV Ol 1WAs Uploaded by RM Beneficiary Registration ~ System Sstup -

List of Withdrawal Applications

Enter Search Parameters

Country All e
Evidence of Authorized Persons Form
Executing / Implementing Agency All -
Loan/Grant Number & Title: All -
Digbursement Type All A Laszt Update
WA Status Submitted to ADB




Access to CPD

Fill in and submit user registration form

1. Download CPD Registration
Form in
http://www.adb.org/docu
ments/client-portal-
disbursements-guide

2. Fillin the form/a

3. Submit to ADB or scan and
email to adbcpd@adb.org

4. ADB will send activation link
to registered email address

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

CPDM

Instructions:

CLIENT PORTAL
! DISBURSEMENTS.

Registration - Client Portal for Disbursements

Each Govemment agency (Agency) of a Developing Member Country (DMC) participating in Client
Portal for Disbursements (CPD) will complete this registration form. The completed form may
be scanned and sent to the following e-mail account adbcpd@adb.org or faxed to ADB
Headquarters at +632 636 2606. The original form should be signed by an authorized official of
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.

Please complete all four pages.

1: Agency Details

Name of the Relevant DMC

(required) ‘ ‘

Name of the Agency

(required) ‘ ‘

Telephone Number

(required) l ‘

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

Postal Address
(required)

Please provide the complete address of your agency,

including the country name and any required postal
codes, appropriately for addressing intemational
postal mail


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




al Gioks = 523 Pl ETWE AN
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Entrust 1G Mabile
Smart Cred

¢ Available in Apple and Android
s OS Requirements
e i0OS 7 and later (Apple)
e OS 2.3 (Gingerbread) and later (Android)
¢ Applications to download
* Entrust Smart Credential (for approving WA)
* QR Reader for iPhone/ Lightning QRcode Scanner
(for activation of soft token)




Beneficiary Registration Facility (BRF)

Loans and Grants to improve process efficiency and control.

CLIENT PORTAL
d FOR DISBURSEMENTS

Home Create Withdrawal Application Creale Beneficiary Registration References

=h Beneficiary Reqgistration

Enter Search Parameters

Disbursement Type All | Created Date
Loan/Grant Mumber & Tithe All ::_I Last Update Date
Currency All | Date Submitied 1o ADB
Executing / Implementing Agency Al W] Last Updated By
Status All (3]

From

Froimi

From

To

Ta

Ta

A feature in CPD for registration of payment beneficiaries and instructions for



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

eCreate or update
BRF record*

e Upload
supporting
documents

*Send BRF for
verification or
save as draft

e Amend BRF data
when returned
by WA Verifier/

K Approver or ADB)

\

e Review BRF

e Submit BRF to
WA Approver
or return BRF
to WA Creator
for amendment

e Cannot amend
BRF data

\

WA Approver

* Review BRF

e Approve BRF or
return to WA
Creator for
amendment

e Cannot amend
BRF data

)

.

e Review BRF

¢ Activate BRF
for use in WA

e Clarify BRF
issues with WA
Creator and
WA Approver

e Return BRF to
WA Creator for
amendment

*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

CPD R st ADB

Key fields:

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

New BRF will need to be created
to change values

Home  Create Wilharawal Appicaton

Ester Basic intormatos 4]

" Disburssmeni Type:

* Product Type:

* Logn/Girant Mumbar & Titk:

" Exgtuling | Imphementng Apemcy:
* WA Cumascy

* PLSS Mambér:

Sub Copmacion | ARerans Faymen Inaricoons:

Create Benaficiiry Regeiration Search References

Creale Paymen] instuctors Alach Supportng Documents Sabwmit
B woriton Hestory

Drvct Parymant

Direct Payment
Wlean () Ceand Reimbursement

Ahrance
Department of Fdns - bl |
USD - US DOLLAR w
= |



BRF - Create & submit a BRF record

Step 2: Create Payment Instructions

B Cieate Papsent

& Amach Supporiing Docsments

Direct Faymant

Dinaw serreenl Py - Dzt Payraed Conftact Humbar: Lo
£ oetuling | nplerremn g Agancy! Tanghts Fy= Eraitdy Leslas Cairaaey! LD
‘e a

Fad Procsising

',I....-- ¥ Wiy L P | el elend

“ Bamahciarg Type BAKE b AN
* Nenehicany
Shm’ aniries Filta l
Hank Address
UNDEAGATUND KEPRATIHL EPARRASSE LMz
ALESTRYS ORI B OREROESTERREIC
EFIROC MINTHG DEUTSCHE Bkl IF. SUPREME. Ml
WO LTD A R ALINDH
) HIkSTAY H 5% A i
Pl sl NCON HSE 11F o BN OF BHUTAN o
CONSTRUCTION L L ot TROMGEA, BHUTAN
HINDUSTAM HINCON
CONSTRUCTION HOUSE, 1IFL LAL D oo ol TRONGSA, BHUTAN
COMPANY BAHADUR
RODICO €O Lo 1R T ®OR DEXKRSE HEB HAMA BANK EULJRD
SCHWING STETTER . CHEMNAI
(HDIA) PVT. LTD SR L TAMILNADU
e - AOAL MONETARY
TRHBSEALNDED | tRONGIA. BHUTAN 8HU AMAEBETET MUTHORITY OF KANALANGSA
BHUTAN
("\ e

Nt




BRF - Create & submit a BRF record

Step 2: Create Payment Instructions (Cont.)

Beneficiary Bank Delails B #eow o inpst bank information

" Benaficiany Bank Nams ROAL MOMETARY ALUTHORITY OF ® Benafciany Accouant Bumber 1234587

BHUTAM Oaher Codes

Beneficiary Bank Details

'I'--'Ir.‘:.l|.-|l EEAET LR CLARER G Hank Adcross W LAt BN Coe

Cormeapondant Bank (For axamgka: US Bank for LISD, BV Bank for EUR
o

Mo 1 Sy Sask o nof alid o e Couiry wittie Cwrendy o Slarmed srilir Bie SeftilD Sode of Pue Sank's cormsdpoeaded iy e Curmacy

i As Apphcable, inlemeadiany Bank (For ecampie 5ONEBKRSEHRISAATN L, of Head Lehce

Mobe: Iarmaman Gssd is 5 ek e 8ot o bafpean e DensSmsye Sank sad Comspnondant Dank

Swil'BIC Code FRMYUS3S =)  Account Ho.

Bank 2

Applcabls with Intemsadiarny Banlc (For axampla: LS Bank for LIS, EL] Bank for ELAR

o B ety Bk rd ol Bealid r A Coudry withse Curesacy o Siaamend dvaley B Serfl B Codle o i Sdak s torrsdy Povntear By e vty

SWEILBIC Code ) @ Account Ko.

Banik o Bank (FOR ADB WSE OMLY) Shaw [+)




1. Artach documents that will confirm the payment

instructians. Direct Payment
2. Select the Document Type that applies for the document.
3. Enter ashort description about the attachment m e | L
4. Click Save. The attachment will be added in the Listof | e e i
Suppurﬁ ng D’ﬂcuments. I pecung | implemening Agescy: WA Currsscy wsn
W nben: L1 Slaturs: DOvaft
5 Repeat from Step 1to attach another document. A Add Suppocting Documents

maximurn of ten (10 files may be attached to the d(}.,.,._‘ S 10 B b o B By Pt (}
beneficiary registration. Mote that each file for upload T ™ e —

should not go beyond 10MB in size, Bl e e i g
6. Click Next. This will open the Submit page. — e ©
E;::::Mwh«
* Document Typ: Liorkacd page s bank delan
Supporting documents can be e

[

bank letter detailing the
payment instructions, the
contract pages with the
payment details or the supplier

invoice/ payment request with . — S _— =
the payment details

ADB 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 Eﬁt:."m'f;fm ey
details displayed and once E:Lﬁ:vﬂmﬁﬁs?w of Industry, Science, Tech and
confirmed, click “Submit”. g';':;ﬁmm R

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

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

registration submission to Instructions.
the BRF Reviewer

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



BRF - Update an activated BRF record

Homa Craale Withdrawal Application Create Banaficiary Regrsiration Seaarch FRalerances

. Saarch Withar il Appis Mssn
1. Click “Search” > -
“Search Beneficiary
R - N ” Enter Search Parameters
egistration
g Dsburssment Type all L BRF IO
Loanuant Humbser & Tile LOAK BHY COL) . SECOND T W Crosted Dt From T
2. Enter Search S . v T - .
Parameters, then Execunng | implementing Agency AN w Diate Submitied to ADE From o
CI ":k ”-SEErCh” et Acsreated - Lant Lipdated By Al -

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 Myom Energy Lot . scwwe 13
T EHU g Ll - EHLO "0e 10 4 2028
COL
Lian-
Tangribg Hydio Ereigy Lissies ’ At aie 13-Dee-
el BHLI o EUR - EHLIBON e 1o 4 E )
(0L}
Loar
" . Tangsid Hydio Eseigy Lisstsd Acheale 2B
3018 - ™ uso o 10 - ]
COL
L
Tangruiy Hyten Expgy Lisstnd . Acteats  BE-Ju-
8028 B P uso e o001 10 . -
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 b‘ FOR DISBURSEMENTS "'n.} }H
m Create Withdrawal Application  Create Beneficiary Registration  Search “

Withdrawal Applcation Bensficiary Registration

I of Withdrawal Apy itions for Actior
Country Loan/Gran] Loan’Grant Nur e
] Learning Videos &
All V'| A2 bt A I

Shiow 1 B | eniries

L mandCiant Wurabaes WA Mumbsor CP Transaction Mo | Desbursemun Type

Lodn- 30830 Simi4 CP-EA-a0R4T irstial Ay arcn




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
PP URNIIT A< Uploadedby RM  Beneficiary Regisiraion  System Setup _

PO Manuals »
Enter Search Parameters CPD Quick Referene Guide » wmummmm
CFD Product Brochure p—— ——— =
Country Al v WA Number disa v st Updating an Activated GRF Recoed
D Legai Forms »
Executing | Implementing Agency Al W CP Transactic ‘Verifying 2 BRF Record
LoaniGrant Mumber & Titie: I v Created Date i i MIB‘FM
Guide lo Ataching Swpparing Documents. -
Disbursement Type Al W Last Update | — — = s

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
4+ 10 MB maximum size (per document)

be time
consuming

For System Design
4 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 PORTAL
‘ FORE DNSEURSEMENTS

References

Prodiuct Musmiber

E| Select Product Nurr

Enter Basic Information Enter Summary Sheet /7 SOE Create Payment Instructions Aflach Supporting Documents

Withdrawal Application: Direct Payment
[ swotors | B okt sestory
® Product Type: - Logn Grant
® Loan/Grant Number & Title: [»] | Check Loan Profile and Batance
* Executing / implementing Agency: Department of Macroaconomic Afairs, MOF - BHUDOZ2 |
* Withdrawal Application NMumiber: TEST1
* WA Currency & Amount: i BTH - HGEULTRLUMM | A0, 00
P s Tk S g S T e e e e e o S S ™
i, Is 1!:::- the Final Nsbursement for this Clves @ Mo _ 1
i !

1. WA Number must be unique per Product

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.

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



Create Withdrawal Application

B. Enter Summary Sheet/SOE

[~ Enter Sesvsmery Seesd | 3080 [+] Crarts Forymreset W brscSonan Fdtmoh Sopeor sy Tocimmssnty.

AR Fiy st TEETs Wil Cuprency & Aot ETrd 10300

Emter Expendibare bo Sunmumssry Sheet

PSS Mo - Combractos (0 O2Or - ECHS T EE N T Pl = T ol Bemrousl Py st (=14 ] BT
EA Combraciii™CF Bad Hoo Wik of T=x (3
CH-0 PRCAEECT WP ERSENTA TR COR L TANT =

e EONE PTERSSA THORAL _Fe! WTH IO ORA ANDY Eetdetangrn Rtal. e
Mgaben AT S PERT I LER WL IRE S FRAMCE ACE Dol eyl =
. 1 = Emecurl Fegueuied for

ey v Bk by TE - G ey S L | S e (14 ] B
* Comtract Currerey of Pagreses ETH - G TR il | Perod Corwsresd Fram  G2-Dol-2030 Ta OG0
Cormect Bstencs fper Curr fCald [l fooen DM e Ean st (48 0

resce ro P

Hate = Fayrrees] (Caee| Herustn

Sammemary Shares

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.




WA fasmsas

Py innchons

O i by At | B0

Create Withdrawal Application

C. Create Payment Instructions -BRF

0 e Q)

e ] [

ey L ey L

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

inthe same lean or grant,

E—— LR
T — P I T T e R e —— S——
Wilkudramwal Ay v Direct Paymant
LOAN.
WA R s Wk Currency & At sG o0an
Payimned 1 ;
Once a record is selected, the available fields will be auto-populated
Beneficary with payment information details from the BRF record.
* Bersfoiry
FURSLIGAP (P8 TR0 | LA CHOAA,
* Couniry: A, PE O E SR (F
Bt Dot
[herwrtioiary Fans [t ain
CLIENT PORTAL
BaiEE Cade A FOR DISBURSEMENTS
" ek i DU TREAL, AND COAME RCUAL TN 7 fad Ay ‘
M OCHANCAN STREET
" BarsfAriety S Sa AN e e * Cousiry

Har Coeien

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
CPD P, osnti..

g b Bl Boagity Fapenirais=ne Saarch Hafsrenoss

L] Creaie Meprmeent Foainectcoss (-] Mtsch Supeeorissg Cocusmssris L= Sedbrren

irareral ApplicaiEon. Derect Paymanit
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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
Homea

Craale Wilhdrawal Applicalion Creals Baneficiary Ragistralion Saarch Referances

@ Enisr Sursenary Shesd | S0E Crwate Paymedl biiruesBaie Abach Suppedng Documents @ Subesl

Withdrawad -“-'~|.:'!:':-,‘.!|l::-r |:||re-|:t Fﬁ'f!'l'lﬁ'ﬁ"

Crer e
WA Numiber TEETY WA Cusrency & Amount BTM 100000

Select Withdrawal Applcation Verfiod

Witndrwaml Applcarhon Venfier

Carenc Verfer] W\vﬂﬂﬂ"ﬂ Tangskf Hydr Enengy Lisvted - BHLG0TT

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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