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1 Connection 

The login page can be directly reached at the following address: https://lchclearnet.sakarah.eu/ 

Alternatively, it is accessible from the LCH.Clearnet web site, click the “Fees” tab and then click in the 

upper left hand side section “LCH.Clearnet SA” . The page below will be display. Click where shown. 

 

 

CLICK 

https://lchclearnet.sakarah.eu/
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The portal login page displays as follows: 

 

Enter your User Id and your password and click “Login”. In the case this is not your initial login you will 

enter the system and arrive at the “General Dashboard” page. If this is your first login, the system will 

successively require you to: 

 Choose  and set the answer to your secret question; you will have to answer this secret question to 

reset your password in case of lost password (see section 2 below) 

 Change your password 

 

1.1 Choose and set secret question 

After clicking the “Login” button, you are taken to the following page: 

 

 

Choose your secret question from the picklist: 
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Then, enter your answer to the selected question as shown below: 

 

When clicking “Confirm” you will be prompted by the system to change your password as explained in the 

next session. 

 

1.2 Change password 

Upon first connection, immediately after choosing and setting the secret question, the user is prompted to 

change the password. Thereafter, the user will be prompted to change the password on a periodic basis. 

 

 

Enter the old password, the new password and confirm the new password. 
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A strong password is required: 8 digits minimum containing at least: 

 One upper case letter(s); 

 One lower cases letter(s); 

 One numeric figure(s); 

 One special character(s). 
 
 
Click on ”Save” button and the confirmation of the modification will appear on screen. 
 
 

 
 
 
 
The menu bar is active and you can proceed with the navigation in the portal. 
 
 
In case of error on the new password, this error message will be displayed 
 

 
 
 
Notes about password: 
 

 A password is valid for 90 days 

 15 days before expiration, a notification is displayed to inform the user that the password must be 
changed 

 Three different passwords must be used  before an old password can be re-used 

 A user account is blocked after 6 unsuccessful login attempts 
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2 Lost Password 

 
In the event you have lost your password, a new password must be obtained as described in the following 
procedure. 
 
In the login page, click “Lost Password  / Mot de Passe Perdu ». The page below will be displayed: 
 

 
 
 
Enter you login and click “Reset password” The scree below will show up asking you to answer the secret 
question you have formerly chosen as described in section 1.1: 
 
 

 
 
 
Type the  answer and click “Reset Password”. The following message will be displayed: 
 

 
 
 
The system generates a new password and sends an e-mail the e-mail address linked to your User Id: 
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You then need to activate the new password. To do so, you must first click the link contained in the e-mail 
and the page below will be displayed in your browser: 

 

 
 
 
Click the “Login” button and the page below will be displayed: 
 
 

 
 
Enter your User Id and the new password contained in the e-mail, then click the “Login” button. You new 
password is then activated and you enter the system (“General Dashboard” main page). 
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3 User Management 

The functions described in this “User Management” section are available only to the client account 

administrator appointed by your organisation. 

At anytime you can come back to the general portal screen by clicking on the Sakarah logo 

 

3.1 User Creation 

To create a user, select “Parameters” then “Users” and click “Create”. 

 

 

3.1.1 User‟s Information 
 
Key in the various fields and click “Validate” to confirm the creation. 

 

 

 

3.1.2 Profile and authorisations 

 

After clicking “Validate” to create the user, the User Authorisation page appears. The various user rights are 

grouped by category. To select an authorisation, click the corresponding checkbox. 

For a normal use of the portal, the rights must be ticked as follows: 
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Please, remember to tick the “Password Update” box. Otherwise, the user will be unable to change 

his/her password when requested by the system upon initial login. 

 

Click “Validate”” and the page below appears. It contains the list of users, including the new created one. 

 

Check this box 
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Business rule: 

The user ID is automatically generated by the system. It is made up of the first letter of the first name, the 

first five letters of the surname followed by a sequential number. Letters with an accent or figure are 

replaced by an “X”. 

 

3.2 User Search 

 

At anytime you can come back to the general portal screen by clicking on the Sakarah logo  

 

To search a user, select “Parameters”, then “Users” and click “Update”. 

 

 

The screen below will appear: 

 

 

Detailed Search 

There are 3 criteria to search a user: 

 First name 

 Last name 

 User ID 
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You can populate or several of the fields and validate by clicking “Search” 

The results will be listed as shown in the screen below: 

 

 

Search by List 

Click “Search” while none of the field is populated 

 

All existing users including the administrator will be listed as shown in the screen below : 
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Lookup User 

To look up a user, first search the user following one of the methods described formerly.  

Click in the last name column of the desired line. The following screen will appear: 

 

 

Click “Next” to look up the user authorisations: 
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Click “Back to List” takes you back to the user list: 
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3.3 Update user 

To update a user, first search the user following one of the methods described formerly. Depending on the 

used method and criteria, you obtain a list of users such as the list below: 

 

Click the icon   and the following screen will appear: 

 

Click “Modify” choose. The screen below is displayed: 
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Any data can be amended, including the password if needed. Clicking “Validate” will bring up the next 

screen below: 

 

User authorisations can be modified as needed. Clicking “Validate” saves the changes. 
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4 Invoice and Documents Management 

 

At anytime you can come back to the general portal screen by clicking on the Sakarah logo 

 

4.1 View/Download Original Invoice 
 

This function is only accessible to clients that have accepted dematerialized invoices.  

Logging on the platform: 

After logging in the portal, you need to go through the following steps: 

 

 

 

 

 

Click 

Original invoices 

avaialble for 

donwload appear 

in this section 
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4.1.1 View Original Invoice 

 

The action described below will result in displaying the original invoice but not in 
downloading it. 

 

 

4.1.2 Download Original Invoice 

 

Method 1: Downwload original invoices from the portal 

To download the original invoices, please follow the instructions below: 

Step1 

 

 

 

 

Select… 

… then click 

Clieck here to view 
the original invoice 
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Step2 

 

 

Then select the location and click “Save”. 

 

Download the 

original invoice 

click 
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Method 2: Clicking the link in the notification email 

Each day one or several invoices have been generated, the client receives a notification e-mail. New 

original invoices can be downloaded by clicking the ling contained in the e-mail as follows: 

 

 

 

After clicking the link, a dialog box will open asking what you want to do with the file. Click the “Save” 

button. 

 

click 

click 
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Then another window will open. In this window, select the location on your system or the network where 

you want to save the file and then click “Save”. 

 

 

A ZIP file containing all of the original invoices that have not been downloaded yet will be saved at the 

selected location where you want to save the invoice on your system or network. 

 

Important Note: 

- It should be noted that no matter the selected method, original invoices can be downloaded only once. 

When the original invoice(s) has/have been downloaded by the client, they are no longer available and only 
invoice duplicates are available on the portal. 

- Original invoices should be stored in a secure location for future use as they cannot be downloaded 
again. 

 

 

click 
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4.2 View/Download Invoice Duplicates 
 

Important Note : 

An invoice duplicate is not available as long as the original invoice has not been downloaded. It is only 

when the original invoice has been downloaded that the invoice duplicate becomes available on the portal. 

 

 

 

 

 

Select the invoice by clicking the corresponding line 
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Click « Duplicate invoice in PDF format ». 

 

To view the invoice duplicate, click “Open” and OK 

To download the invoice duplicate, click « Save” and OK 
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4.2.1 Filter Invoice 

 

Select “Add filters to invoices search” 
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Two additional areas will appear and the page will then display as follows,  

 

You can filter invoices by keying one or several criteria in the “Filters” areas and click “Apply the filter” 

You can filter by: 

- Invoice number, using the “Invoice number” field 

- Invoice date, using the “Invoice date” picklist. The date is generaly the last day of the month of the 

monthly fees calculation . For instance, for the July 2011 period, the day is 29/07/11. 

- Invoice activity, using the “Commercial reference” field. The activities are „CASH‟, „DRV‟, 

„PERIODIC‟ ...  

- Invoices availability, using the “Issue date” picklist 
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4.3 View/Download Documents 

 

At anytime you can come back to the general portal screen by clicking on the Sakarah logo  

 

To access documents, click as follows: 

 

 

 

The screen below will show up: 
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4.3.1 Permanent documents 

 

These are documents published by LCH.CLEARNET for reference purpose (e.g. fee schedules). 

 

 

 

 

 

CLICK ! 

CLICK ! 
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To go back to « My documents » dashboard click on Internet back window and after back green arrow. 
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4.3.2 Justificatory Documents 

 

 

 

 

New evidences or dedicated documents which have never been consulted are accessible via the 

“Document(s) to consult” link. 

 

 

Document that have already been consulted are available via the “viewed document(s)” link. 
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Access to a file 

Click the green arrow at the end of the line in the « Action » column. 

 

Click “Save” 

 

 

 

Select the location where you want to save the file: 

CLICK 

CLICK 



 
 

  

 

 
www.lchclearnet.com Page 31 of 37 Issued: 28 October 2011 

 

 

 

 

 

 

A window similar to the one below will appear. Click the file you want to open. 

CLICK 

CLICK 



 
 

  

 

 
www.lchclearnet.com Page 32 of 37 Issued: 28 October 2011 

 

 

 

4.3.3 Filter jsutificatory documents 

 

Select the appropriate tags (1 click = select ; 2 clicks = unselect) 

 

 

 

You can add tags to a document. These tags can be used as new filters on the document folder. This can be done 

as follows: 

Click . The screen below is displayed: 

 

CLICK 
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Key the tag you want to add and click the “Add” button 

The screen below appears. Click “Save” to save the created tag. 

 

The tag is now available as a new filter button and can be used for filtering. 
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4.4 Retention period for invoices and evidences 

 

Invoice duplicates and evidences remain available on the portal for 18 motnhs from the date they are issued. 
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5 Open/View an XML document with MS Excel 

XML documents downloaded from the portal can be opened, viewed and printed using MS-Excel. To do so, 

please follow the following steps. It is assumed that the ZIP files containing the XML documents has been 

downloaded and extracted. 

 

5.1 Method 1 (Excel 2007) 

 

In the appropriate folder, right-click the icon of the XML file. A dialog bow opens as follows: 

Click “Open with” 

 

 

 

Click Microsoft Office Excel. MS Excel will start and the dialog box below will appear: 
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Select “As an XML worksheet” and click OK. The dialog bow will then appear: 

 

 

Click OK. The document will open in Excel as follows: 

 

 

5.2 Method 2 (Excel 2003) 

 

 In the menu bar, Click « Files » and then « Open ». 

 Select the location where the XML file to open is located. 

 If the the Click the “File Types” scroll box and select “XML files”. 

 All XML files present in the selected folder will be listed.. 

 Select the desired one and click the “Open” button. 

 Excel will open the document. 
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6 Contacts 

 

Any technical query (e.g. login problem, lost password,...) must be addressed to our Customer Technical 

Helpdesk (CTH): 

Telephone: +33 1 70 37 66 00 

Email: lchclearnetssa_cth@lchclearnet.com 

 

 

Any query in relation with the contents of the invoices or justificatory reports must be addressed to our 

finance department: 

Telephone: +33 1 70 37 66 79 

Email: lchclearnetsa_billinginfo@lchclearnet.com 

lchclearnetssa_cth@lchclearnet.com
lchclearnetsa_billinginfo@lchclearnet.com

