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 A. Sign in 

 

1. Go to the web-site www.defgo.com and click on the button Sign in in the right top corner. 
 

 
 

2. Enter your Username and Password and click Sign in. 

 
 
 
 

http://www.defgo.com/


                                                                                                                                                                   

3. Go to the relevant page of this guide. 

Depending of the type of your account you can see 2 different pages after login. 

If you see your Dashboard, go to the next page of this guide. 
 
 

 
 
If you see a form for registration of working environment problems, go to the part D. Registration of 
working environment problems.  
 
 

   



                                                                                                                                                                   

 B. Open folder with action plan for the working environment 

 

After login: 
1. Click on the folder with your action plan for the working environment.  

 

 
2.  Folder will open and you will see its content.  

 
 

  



                                                                                                                                                                   

 C. Open the form for registration of working environment problems 

 
1.  Click at the form for registration of working environment problems - in pop-up menu click 

Open.  
 

 
 

2. You will see an overview of the registered working environment problems. The list is empty 
first time you open it. 

 
 

  



                                                                                                                                                                   

 D. Registration of working environment problems 

 
1. Click on Fill out the form icon 

 
 

2. While filling in the form you can click on Explanation and read how to fill the field. 
 
 
 

  
 
        
     If you need to register more working environment problems, repeat the steps above. 
 
 

3. Click on the icon Print overview page to save or print the overview of registered forms. 
 
 

 
 
 
 
 
 
 
 



                                                                                                                                                                   

E. Edit an already registered working environment problem, set priority and status 

 
In the overview of the registered working environment problems: 
 

1. Click any place in the row with working environment problem, you want to work with, to open 
pop-up menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                                                                                   

 
 
In pop-up menu click on the needed row: 
 
 
 
 

 

Edit will open an already filled form with selected working 
environment problem, and registration can be changed. 
 

 

  
Priority opens dialog box, where the priority of the selected working 
environment problems can be changed. 
 

 
 
 

  
Status opens a dialog box, where the status of the selected working 

environment problems can be changed. 

      
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                                                                                   

 F. Open reports and action plans for the working environment 

 
Before report or action plan for the working environment will be opened, it has to be updated to get all 
the latest registrations.  
 
 

1.  Click on the needed report or action plan for the working environment - in pop-up menu click 
Update. 
 

 
 
 

2. When updating is finished, click again on the needed report or action plan for the working 
environment – in the pop-up menu click this time Open. 
 

 
 

 
 
 



                                                                                                                                                                   

 G. Filter registered working environment problems 

You can filter registered forms by column value. 

1. Click on Add filter, select a field from the list, and click on the settings icon. 

 
2. Then select the value or enter the data you want to filter by. 

 

 

You can add several filters at once. Select several fields in Add filter list. 

 

 

 

 



                                                                                                                                                                   

    H. Change password for your defgo account 

     

1. Click on the icon in the upper right corner and select Profile. 

 
2. Click on Change password. 

 

 
 

 
3. Enter your new password 2 times, and click OK 
 
Password should contain at least 8 symbols – minimum one uppercase (A-Z), one lowercase (a-
z) and one number (0-9)  
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