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User guide on how to report External trade in services (RA-0692) in Altinn 
 
Businesses/sub-entities that you can represent  
To answer surveys for an enterprise, you need a role on behalf of the enterprise. If you are registered in the Register of Legal Entities as a managing director or a board 
chairman, you will already have the correct role.  

 
Delegating roles in Altinn  
You need the role “Access manager” in order to delegate roles to others. Managing directors and board chairmen will automatically have this role. It is important that the person 
answering the survey has qualified knowledge on the topic.  

How to delegate roles in Altinn:  
1. Go to the “profile”-button in the top menu.  

2. Choose “Others with rights to forms and services” / “Others with rights to the organization “. Choose which person or business you want to give rights to or click “Add new”.  

3. See https://altinn.no/en/help/profile/ for more information on roles in Altinn.  

 
Login in Altinn  
1. Go to www.altinn.no and click the “login” symbol in the top right corner.  

2. Choose which log-in method you want to use.  

3. When you have successfully logged in, click your name in the top right corner. You will then see all parties you’re able to represent in Altinn.  

 
4. You will find sub-entities by clicking “Show all parties”. From here, you can choose “Show all sub-entities”.  
5. Go to the sub-entity that you are to answer the survey for. You will now find the survey in the sub-entity’s inbox.  
 
If you have further questions on roles or logging-in in Altinn, contact Altinn at (+47) 75 00 60 00.  
If you have questions about the survey and the form, contact us at telephone: (+47) 62 88 51 90 or by e-mail to datafangst@ssb.no  
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Here you may search for the form and select your 

preferred language – RA-0692 is available in Bokmål, 

Nynorsk and English. 
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Type the form number or the name of 

the survey to find the right form 

If new collection has begun, make sure 

that you respond to the latest version of 

the form. Use the padlock in the right 

margin in the form to unlock and correct 

the previous quarter if this should be 

necessary, cf. page 6 of this guide. 
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The form starts with the information SSB 

have on your enterprise. Please check the 

information and make any corrections at 

the end of the form. 

The question on whether the enterprise 

have trade in services with any foreign 

members of the same enterprise group 

should be answered every quarter. If the 

questions have been answered with “Yes” 

previously it should be checked out 

already. This also means that there will be 

added an extra row for each type of service 

and country to fill in intra group trade. If 

you answer “No” no such rows will be 

added. 

You may navigate in the form by clicking «Next» at the bottom, or by clicking a “page name” in the left margin. You 

may click “Check form” at any time during the completion to check for Altinn Controls 
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The question on whether the 

enterprise have sold services 

to foreign customers, should 

be answered for each 

quarter. 

The first time this form is 

filled in there must be made 

a choice on which business 

areas the enterprise 

operates in and types of 

service within each business 

area. For later reports these 

choices will be predefines 

(shown by green hook) and 

the reported figures from 

previous reports.  

For imports you will find the same question “Have the enterprise bought services from foreign suppliers in the reporting period, 

and the enterprise should choose business are and types of service in the same manner.  
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You may observe some fields for 

the 1st, 2nd and 3rd quarter to be 

marked in blue types, this is to 

show you that SSB has made 

changes in the figures. We may or 

may not have been in contact 

about this. 

For each quarter the amount field 

will be marked with a red line, (not 

intercompany field), this will 

disappear when figures are added 

(integer), the amount field must at 

least have the value 0 (zero), 

intercompany may be blank. 

By clicking on the black padlock, 

you may open to adjust figures for 

the 1st, 2nd and 3rd quarter. 

By clicking on the green plus sign you may 

add new countries per type of service. 
By clicking on the question mark ?  

you will get the complete text for 

each type of service. 
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Above each type of service 

there are a Save-button, this 

should be used whenever 

figures for any type of 

service are completed. This 

is to facilitate the update 

routines for the form. 

If the enterprise has started to export new types of services (import of new types of services, you must first find the relevant 

business area and the relevant type of service, cf page 5 in this guide.  

All steps as described above should be followed for each business area and each type of service. At the latest when all figures for 

exports you should check the form, click “Check form”. 
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Any error messages 

will appear in this way. 

Review each error 

mark (you will also get 

red mark in the left 

margin) Remember 

that the total amount 

requires an integer - 

can not be blank, for 

no turnover in the 

period, enter 0 (null). 

Remember to press 

"Save" before "check 

form". 
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SAME PROCEDURE AS SHOWN SHOULD ALSO BE USED FOR IMPORTS 

• The form cannot be submitted before the form has been answered for both export and import. 

•  If you choose to respond to the import form later, or another of your colleagues will do so, be sure to clean up all 

errors so that it is easy to proceed. 
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How to submit the the form 

 

 

 

Submit any comments? 

- Comments on especially large or small 

amounts, changes in service segments and 

market conditions or other things that can 

explain changes in reported figures. 

- Problems with the form? 

- Suggestions for changes? 

Also, add updated contact information so 

we can easily get in touch with questions. 
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Do you need to submit the form again?  

 

Have you found an error with 

the submitted form, or have 

you received questions from 

Statistics Norway? 

 

Then just follow this guide. We 

will always use the latest data 

sets. You can make changes on 

all quarters, within the same 

statistical year - not Q4 previous 

year, see note on page 6 of this 

guide. Please post a comment, 

see page 10 of this guide. 

Remember to "save" for each 

service type and hit "check 

form" before submitting. 


