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1 ACCESS TO E-CITRA APPLICATION 

To start using the E-Citra application, please access https://ecitra.ich.co.id/ via a browser on your laptop/computer. 

Use google chrome for a better experience. 

A login page will be showing, then select broker login. 

 

 

 

Log in using the email and password provided, then click login. 

 

 

 

https://ecitra.ich.co.id/
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2 MENU 

After successful login you will see the home page of E-Citra. On the left panel there will be a menu consisting of: 

• Dashboards 

• SPA Clients 

• SPA Clients Transactions 

• Users 

 

3 SPA CLIENTS 

SPA Clients menu is used to add and display SPA Clients data. 

 

3.1 CREATE NEW CLIENT 

To add new Client data, click the Create New Client button. 
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The page showing pop up create new client CITRA access. Fill in the required data then click create button to save the 

data. To fill in the username, enter it according to broker_code. Example: miracle = MI becomes MI92547806. 

 

 

3.2 BULK UPLOAD CLIENTS 

To upload Client data, click the Bulk Upload Clients button on the SPA Clients menu. 
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Will show a form like the following. Upload data according to the existing format (the format can be downloaded on 

Download CSV button) then click Upload CSV button. 

 

Click Yes, I am sure button on the confirmation pop up to agree to upload the CSV data. 
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Data has been successfully uploaded and the page show a pop up of the amount of data successfully entered. 

 

 

3.3 SORT DATE DATA SPA CLIENTS 

To display SPA Clients data in a certain range, select date from and date to then click search button. 

 

 

 

 

 



 

MANUAL GUIDE FOR USING E-CITRA APPLICATION INDONESIA CLEARING HOUSE 

 

8 

Page showing SPA Clients data according to the selected date range. 

 

 

3.4 SEARCH USERNAME SPA CLIENTS 

To search for client’s username data, input username keyword in the search field then clicks search button. 
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Page showing data according to the keywords entered. 

 

 

3.5 RESET FORM SPA CLIENTS  

To reset the date range or username search, click reset form button after inputting the date range or username 

search. 
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The page will return to the initial display. 

 

 

3.6 DETAIL SPA CLIENT 

To view detailed SPA Client data, select the client data then click view icon in the action. 
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Page showing a pop up of detailed client data. 

 

 

3.7 EDIT SPA CLIENT 

To make changes to the SPA Client data, select SPA Client data then click edit button on the action. 
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Page will show a pop up edit client, input data then click the edit button. 

 

Page show pop up edit successfully.  
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3.8 DELETE SPA CLIENT 

To delete SPA Client data, select SPA Client data then click delete button on actions. 

 

Page will show a pop up delete client login CITRA access then click delete button. 
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Page shows a pop up delete successfully.

 

 

4 SPA TRANSACTION 

This menu is used to display SPA Transaction data within a 90-day period. 

4.1 SPA TRANSACTIONS 

To display SPA Transaction data, select SPA Transactions menu, select a date in the date from and date to columns. 

Then click go button. 
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5 USER 

This menu is used to make settings for user accounts and log out. 

5.1 PROFILE 

To change the client user password, select user menu then click profile. 

 

Change the new password by inputting new password and new password confirmation then click submit button. 
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Page shows a pop up successfully and the password has been changed successfully.

 

 

5.2 LOG OUT  

To exit E-Citra page, select user menu then click log out. 
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Thank you 
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