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A consultant who receives an Invitation for Contract Negotiations may log-in to the CMS portal and open the invitation. The resulting
form serves as a centralized place to open, save, or print the invitation attachments, reply to the invitation, upload negotiations
attachments, and send/receive messages.

Accepting Invitation for
Negotiations

Reviewing Contract and
Uploading Attachments

Negotiating and Accepting
Contract

Accepting the Invitation for Negotiations
1. To respond to an
invitation for negotiation,
click on the Go To Task
icon.
2. View the invitation and
any other attachments
by clicking on the title
links.
3. Select the applicable
response from the
list. See the sidebar
on the
following page
for information
on the
negotiation
representative.
4. Click Submit
to
commit
the response.

CONTACT INFORMATION



For user/technical support

OIST Help Desk ext. 5555
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For training schedule and nominations

Karen Horton ext. 5712
Karl Lomibao ext. 70228
Michael Barrientos ext. 70818
Alegrea Dimaano ext. 7448
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Accepting the Invitation for Negotiations (cont’d)
4. A message will appear to confirm your decision. Click Yes.

A consulting firm can specify a designated person to negotiate a contract. This Negotiation Representative will
have update access to details of associated negotiations and be able to view information on the selection Profile, RFP,
and Proposals for selections with which he/she is associated. When an account is created, an e -mail is generated
notifying the representative of their user ID and initial password. A negotiations representative may be in charge of
multiple ongoing contract negotiations.

Negotiating
1. Click the Go To Task icon beside on a row with the Conducting Negotiations status.
2. Review the contract and any other attachments by clicking on the title links.
3. Upload any attachments
that are to be sent to
ADB by clicking on Add
Attachment.

4. In the Add Attachment
window, enter summary
information on the
document and Browse
to the location of the file.
5. Click Save.

Using the Integrated Messaging Feature for Negotiations
1. The consultant uses the Messages area to send and receive negotiation messages. Its primary purpose is to make communications
transparent to the Central Operations Services Office (COSO) rather than be conducted via private e -mail. Acceptance of the
contract is communicated via a message from this area, as is the uploading of the signed contract.
2. Click the New Message button to send a new message to the ADB’s negotiating officer.
3. Click on a Subject link to view the content of a message.
4. Click on a Reply icon to answer a specific message.
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