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USX Issuers are able to post announcements for any securities connected to their firm. 
 
This user guide explains the steps required to post such announcements. 
 
Log in 
 
1. Go to www.usx.co.nz  
2. Click ‘LOG IN’ at the top right of the home screen  

 
3. Enter your user name and password provided    
 
4. You will be taken to the portal and presented with the quote sheet. 
 
Click on ‘Details’ next to your security 
 
5. Select ‘Details’ next to your security on the quote sheet in the portal. Once selected, the 

following Issuer page will open.  

 
  

http://www.usx.co.nz/
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6. Select ‘Announcements’ to open the announcements tab. 
 
7. click on ‘Create Template’.  
 

 
 
Enter Your Announcement 
 
8. The following Announcement Template needs to be filled in appropriately: 

 

 

 
 
 

 

Attach any documents or images 
to be included. We recommend 
all documents are in PDF format 

Enter the Title of your 
announcement. 

Select your firm’s 
security. If your firm has 
more than one security, 
choose all that the 
announcements relates 
to.  

Enter any body text 
for your 
announcement. 

Select the appropriate 
category of your 
announcement. 

 
 



4 
 

9. Once completed, click on ‘Publish’ to post your announcement.  
 
Editing Announcements 
 
10. To edit an announcement after it’s been posted click on the “pen” icon as shown below 
 

 
 
11. This will open the edit template page 
 

 
 
12. Select Unpublish which will close the edit template page and show the announcement as 

Unverified per the below 
 

 
 
13. Open the announcement by selecting the “pen” icon as noted in step 10, make your edits and 

then click the publish button per step 9. 
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Deleting Announcements 
 
To delete an announcement, follow steps 10, 11 and 12 above and click on the “Bin” icon. 
 

 
 
 
Assistance 
 
As always, the USX is happy to assist with publishing or editing announcements should you have 
any issues. 
 
Contact us on info@usx.co.nz or 0508 865478 

mailto:info@usx.co.nz

