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RNS Submit Good Formatting Guide 
 
Introduction  
 
The latest enhancements to RNS Submit address many of the issues which most frequently affect the conversion quality of the announcements 
from Microsoft Word to Extensible Hypertext Mark up Language (XHTML).  The system has been improved as a direct consequence of your 
feedback to offer a more intuitive interpretation of the inherent complexities of Word.  The changes also reflect our ongoing commitment to 
invest in industry-leading technology.  This updated guide replaces all previous RNS User Guides. 
 
The enhanced RNS Submit system is now better able to deal with display issues caused by Word when it converts to XHTML.  RNS still strongly 
recommends that users adhere to our standard formatting advice when creating announcements, especially with announcements containing tables. For 
example although decimal tabs and ordinary tabs are now displaying more accurately, you should always place figures in a real table. Do not use tabs 
to make them appear as if they are in a table when they are not.  This will ensure consistency when viewing the announcement downstream. 
 
 

Highlights of Latest Enhancements 
 

 Much less time spent formatting announcements 
 More accurate representation of the original Word document 
 Significant improvement in conversion speed 
 No longer the requirement to copy complex documents into WordPad before submission 
 More consistent conversion of bullets, auto-numbering, hanging text, standard font styles, bookmarks, etc. 

 
Reminders  
 

 Adhering to standard formatting will ensure an announcement converts satisfactorily from Word to XHTML and is then displayed clearly 
via information vendors such as Bloomberg, ThomsonReuters, AFX, and Dow Jones 

 After applying the standard formatting steps outlined below, always review the announcement in Microsoft Word as a web page to ensure 
you are completely satisfied with its format and content prior to submitting it to RNS 

 On step 5 of the submission process, please take note of any Conversion Messages highlighted  
 In the Review and Edit stage, it will still be possible to make minor changes to the announcement prior to submission 
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Standard Formatting – Best Practice 
While RNS Submit supports an extensive variety of formats, you should adhere to the following best practice to ensure that announcements can be 
processed quickly and accurately: 

 
Step Advice/Issue Action 
 
1   

 
Keep it standard 

 
• Create and save the announcement in Word using standard formatting e.g. always align information consistently, create tables 

as standard word tables (not tabbed or linked to another document) and use Word's default margins 
• Avoid using comments, footnotes and hidden text 
• If data is not required to appear in an announcement, delete it from the document before submitting it  to RNS. Do not try to 

hide text by colouring it white, and do not try to hide numbers in a table by using spaces and negative cell values 
• Avoid presenting table column headings as white on a coloured background, as the text may not display downstream 

 
2  

Avoid Page/Section 
breaks 

 
• XHTML presents data as one complete web page. As such page/section breaks are not necessary and should be removed 

from the original Word document 
• Although RNS Submit will convert page/section breaks, their inclusion will cause unwanted gaps to appear in the 

announcement when released downstream 
 
There are two ways to remove page/section breaks from the announcement:-  

• Open the file in Word 

• From the Word toolbar click on the Show and Hide button   to display all non-printable formatting in the file such as 
page/section breaks 

• Double click on each page/section break and press <delete> key to remove the break 
• Save the changes 

 
Alternatively, if the announcement contains many page/section breaks: 
Section breaks 

• Click on <Edit>, <Replace>, <More>, <Find what> and then on <Special>, <Section Break> 
• Select  <Replace with> box, click on <Special>, <Paragraph Mark> and then <Replace All> 
• This replaces all section breaks with a paragraph break 

Page breaks 
• Click on <Edit>, <Replace>, <More>, <Find what> and then on <Special>l, <Manual page break> 
• Select <Replace with> box, click on <Special>, <Paragraph Mark> and then <Replace All> 
• This replaces all manual page breaks with a paragraph break 
• Save the changes 

NB. Ensure the Word document is reviewed prior to submission 
 



   

3 

Standard Formatting – Best Practice 
 
3 

 
Including Tables 
from Excel 

 
All announcements must be in Word format.  However, announcements can contain Excel tables or data which can be added using 
the following steps:  
 
• Select and copy the relevant data from Excel 
• Paste selected data from Excel into the Word document by using the <Paste Special Formatted Text (RTF)> option. (Do not 

choose any other paste special option). 
• Keep table headings as part of the table and not as a separate section of the file (such as headers or footers) since these may 

be stripped out on conversion 
• Ensure that text columns are left-aligned and figures columns are right-aligned 
 
Do Not: 
 
• Use decimal tabs, spaces and/or tabs to align data inside tables 
• Link tables - tables cannot be linked to Excel or any other documents 
• Use comments or hidden rows/cells/text as these will be visible on conversion and will affect the integrity of the announcement 
 
Save the Word document 
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Including Tables 
from Word 

 
To successfully include a table from Word in the announcement, avoid using the <Around> wrap function as it will cause data following 
the table to appear misaligned on conversion.  Follow these steps to avoid this issue: 
 

• Launch the announcement in Microsoft Word 
• From the Word toolbar click on <File Web Page Preview> – this will launch the web page view of the announcement before 

uploading to RNS 
• Check the web page view to identify any tables which may be misaligned 
• If tables are misaligned, view the original Word file 
• Left-click inside the table  
• Right-click and select <Table Properties> - a box will appear with several tabs across the top entitled Table, Row, Column and 

Cell 
• Click on the <Table> tab 
• Select “None” under blue <Text Wrapping> option 
• Click <OK> 
 
Save the Word document 
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Identify possible 
Word issues before 
submitting to RNS  

 
Microsoft Word enables you to identify most issues with the file prior to submission to RNS. Use of the <Web Page Preview> option will 
give a general indication of the formatting quality of the document 
 

• Open the file in Microsoft Word 
• From the Word toolbar click on <File> <Web Page Preview> - the file will launch in the web browser 
• If you need to refer to the original view of the Word file, click on <File>, then <Edit with Microsoft Word> option 
• Make any formatting changes required in accordance with best practice 

 
Save the Word document 

 
NB.   The web page preview of Microsoft Word is independent of RNS Submit and may not always deliver the same output 
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Working with Track 
changes 

 
In RNS Submit, automatically accept track changes field is the default setting in the <Conversion Options> section under <My Profile> 
tab.  As a consequence the tool will automatically accept all track changes during the conversion process 
 
It is, however, best practice to review and accept appropriate track changes in Word before uploading to RNS.  This will ensure that you 
are aware of what changes have been made to the document 
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Converting 
Footnotes 

 
Footnotes is also an option listed in the <Conversion Options> section under the <My Profile> tab on RNS Submit 
 
If footnotes are to be included in the converted document, make sure the box marked <Include footnotes in document text> is ticked.  
The tool will always subsequently include all footnotes from the original Word file on conversion at the bottom of the RNS 
announcement.  Should you wish to include footnotes in the same place as the original document, untick <footnotes> on your conversion 
options and paste them as normal text into your Word document where appropriate. 
 
NB.  Footnotes must not be confused with Headers and Footers 
  

• Headers and Footers are objects in Word that are not supported by vendor systems  
• Header and Footer data to be included in the announcement must be keyed in as ordinary text in the original Word file before 

uploading the file to RNS Submit 
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Displaying Text 
boxes, Objects and 
Images 

 
• These are currently not supported by information vendors nor displayed on their terminals.  As a result contributors are advised 

to remove all text boxes, objects and images from the announcement 
• Announcements should be keyed in as standard text and figures 

 
NB.  Documents containing objects and images (such as graphs, charts and pictures) can accompany the released text by way 
of a PDF attachment.  These can be included at step 4 of the submission process 
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Preview the file in 
RNS Submit 

 
Always click on the Preview icon from within the <Review and Edit> screen in RNS Submit 
 
The Preview mode will show how the announcement will be released to vendors 

 
 

Saving or Printing the file 
 If you wish to retain a hardcopy/softcopy version of the announcement as received, you should set up the page to print from the browser: 

1. For a hardcopy version:  
• Open a view of the submitted document from the Status List  
• Press <CTRL><N>  
• Click on File > Print from the browser toolbar 
  

We recommend that you use landscape. This is available from printing preferences  
2. For a softcopy version:  
• Open a view of the submitted document from the Status List 
• Right-click on the file 
• Choose <View Source> 
• Choose <File> <Save As> (NB. If using IE8 then choose <HTML Source> as the option and Not <Formatted HTML View>) 
• Choose <All Files> 
• Type the file name with .html as the file extension (e.g. Announcement copy.html) 
• Choose the location on the PC where you wish to update the copy   
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Web Browsers 
 

RNS Submit is supported by the standard industry browser Microsoft Internet Explorer (IE).  Other browser types such as Google Chrome, 
Mozilla and Safari have been found to be less interoperable with web editor sites in general, such as RNS Submit, and may cause formatting and/or 
accessibility issues.  If you wish to use IE, go to http://www.microsoft.com/windows/Internet-explorer/default.aspx and follow the steps to download and 
install. 
 

Please see below summary of potential issues arising in non-IE browsers and suggested workarounds. 
 
Non-IE Browser Impact 
 
Google Chrome 

 
Functionality 
The browse button for selecting the announcement from Microsoft Word will appear on the left–hand side of the RNS Submit screen 
whilst the browse field is not displayed.  Although Google Chrome enables you to select  files successfully and submit to RNS the main 
issue is the inability to see converted data in the <Review and Edit> screen.  The browser will only display the source coding of the 
announcement in the screen. 
 
Workaround 
Exit the Review and Edit screen by clicking on <Cancel>.  Then click on <Next> to go to step 6 of the submission process.  To view the 
announcement you must exit the Wizard by clicking on <Finish> to return to the Status List .  Highlight the announcement by clicking on it 
once, then choose the <View> button from the status list toolbar. 

Mozilla Firefox Display 
Data in the Review and Edit” Screen of RNS Submit defaults to plain Times New Roman text and all table formatting appears left-aligned 
when the page is viewed both in Edit and Preview mode. 
 
Workaround – Only if using later versions of Mozilla 3.5.0 and above 

• Exit wizard by clicking on Cancel 
• Save the converted announcement to the status list page by clicking on Finish Later 
• From the Status List page click on the announcement details and choose View from the Status List toolbar 
• This will launch the announcement with its original cosmetics 

Safari Functionality 
• Safari may throw up an exception error when tying to access the tool or  
• Sometimes crashes at the  “Review and Edit”  stage even if the user was successful in accessing RNS Submit 
• If it does not crash at “Review and Edit” you are unable to see the announcement conversion correctly as it shows up in web 

page coding. 
 
NB. Safari is the default Browser on MACs and RNS Submit does not support MACs 
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Appendix 1: 
 

Explaining the RNS Submit Editor 
 

The RNS Submit Editor screen is launched at Step 5 of 7 
• In Edit Mode non-material and cosmetic changes can be made to the announcement, including the ability to approve the text before release. 
• The Editor uses the latest web technology XHTML to convert and display the announcement data. As XHTML is simple and structured it is 

easier for the data to be distributed and presented quickly and easily as a web page on a variety of platforms/vendor systems. 
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