
Primary Source Verification
Ministry of Works, Municipalities Affairs and Urban Planning

How to Apply
‘A Step By Step Guide for Completing Your Application’



Step 1 Signup

● Visit www.dfgateway.com
● Enter your email ID to begin

http://www.dfgateway.com


* If you have registered with the DataFlow Group previously, you will be asked to enter your password on the next screen. If this
is your first visit, you will receive an automated email at the registered email ID you shared above, containing an activation link.
Please click on the activation link to complete your registration and set your password



Step 2 Activate your account

● Once you have activated your account, enter your registered email ID and password on the ‘Sign In’ page



* Note: If you forget your password, click ‘Forgot Password’, enter the requested details, and click ‘Submit’. You will receive an
email at your registered email ID with a link to change your password.



Step 3 Applications Dashboard

● On the ‘Dashboard’ page, click the ‘Detailed Case Entry’ button to initiate a new application
● You can also track your application by selecting your DataFlow Group Case Reference Number from the ‘Select Case’

dropdown menu or by clicking the ‘Check Your Status’ button



Step 4 Licensing Authority Details

● Choose the Ministry of Works, Municipalities Affairs and Urban Planning from the ‘Select Licensing Authority’ dropdown
menu



● Please select the type of your profession dropdown ‘Select your profession’ based on your profession. The options are as
follows:

a. Assistant: Please select this option from the dropdown in case you are a Laboratory Technician, or Veterinary
Assistant, or Pharmacy Assistant (requires a minimum of Three years of experience).

b. Specialist: Please select this option from the dropdown in case you are a Veterinary Practitioner, or Laboratory
Specialist, or Pharmacist (requires a minimum of Five years of experience).

c. Report transfer: Please select this option in case you are seeking to transfer your existing DataFlow report
generated to the Ministry of Works, Municipalities Affairs and Urban Planning



● Please select the type of service by selecting from the dropdown ‘Select your service’, currently, the options are as under
(options will show up in the drop once you select your profession):

1. Express Service: Please select ‘Express Service’ for expedited processing of your verification requests. We offer
expedited processing of your verification request within 14 working days. There is an additional fee payable for
Express Service

2. Assisted Service: Please select ‘Assisted Service’ to select Assistance from DataFlow to complete your application.
Fill in the minimal required information and upload your documents. Our team will fill in the details as required from
the uploaded documents. In case of any query, we will reach out for additional information. There is an additional fee
payable for Assisted Service

3. Regular Service: Please select ‘Regular Service’ for processing your verification requests.



Based on your selections, the system will show the appropriate package. Please Select the package. The system will show a
pop-up within the page to reconfirm the selected details including the profession, service, package, and package price. Please
confirm on the pop-up to continue.

The system will load the package i.e., load the list of documents that are required for the package.

You can add additional documents or certificates for verification for an additional fee by clicking on the ‘+’ button. Additionally, in
case, you decide not to proceed with the additional document or credential click to reduce the count by clicking the ‘-’ button.
Please note that the count cannot be reduced below the standard package count of the documents.



The system would prompt you to confirm your choice of options before proceeding further. The system will also display the
calculated total amount payable based on your selection of options.

* Note: you would be able to add additional verification components for an additional charge within the packages



Step 5 Personal Details

● On the ‘Personal Details’ page, enter the required details
● Click ‘Save’ to save your personal details before proceeding further
● Upload clear uncropped scans of the mandatory documents listed below:

a. Passport
b. Name Change Certificate (If applicable) - Supported by a Marriage Certificate, Affidavit, or Any Other Legal Document

● Once the personal details are saved, please click ‘Next’ to move to the next step
● As a set of next steps, the system will ask you to enter information about the selected certificates and upload the required

documents for verification





Step 6 Education

● On the ‘Education’ page, enter the required details and upload clear uncropped scans of the mandatory documents listed
below:

a. Original Education Degree(s)
b. The back page of Education Degree (Applicable for degrees obtained from Afghanistan, India, and Pakistan)
c. In case your educational institute has any additional request, our team member will reach out to you for the

document or information





Step 7 Experience

● On the ‘Experience’ page, enter the required details and upload clear uncropped scans of the mandatory documents listed
below:

a. Experience certificate, or Relieving certificate.



Step 8 Professional Licence (if applicable)
● On the ‘Professional License’ page, enter the required details and upload clear uncropped scans of the mandatory

documents listed below:
a. Previously issued professional license



Step 9 MANDATORY - Letter of Authorization

● After you have entered all certificate details - a signed ‘Letter of Authorization’ is required before proceeding further. This is
a mandatory document

● Click ‘Download LOA’ to download the ‘Letter of Authorization’
● Print, Sign and Scan the signed ‘Letter of Authorization’
● Upload a clear and complete scan of the ‘Letter of Authorization’ to proceed further





Step 10 Review Application before submission

● On the ‘Application Review’ page, carefully review your entered details before submitting
● You can edit your entered information by clicking on the ‘Edit’ tab





Step 11 Payment

● On the ‘Payment’ page - based on the package selected, you will view the overall fee in the ‘Total Amount’ field
● You can proceed to conclude your payment by clicking the ‘Submit Application’ button
● By clicking the ‘Submit Application’ button, you will be redirected to the payment gateway



Step 12 Tax Invoice
● Once you have completed your payment, the system will automatically populate a printable tax invoice and will forward your

application to initiate the Primary Source Verification process

* Note: The above receipt is a sample



Step 13 Track your case status

● To track the status of your application, click on the ‘Check Your Status’ button and you will be redirected to the page shown
below

● To review the details entered in your application, click on ‘Case ID’
● Once your final DataFlow Group report is completed, you can download a copy of your report


