
   
 

   

Page 1 of 2 
 

Contracts and Grants 
Workflow Automation Application: 

Advance Account 

 

Login Here*: https://wfa.ucanr.edu/ 
*First time logging in requires an invite be emailed to 
you first. If issues logging in, please first try search 
your emails from “invites@microsoft.com” for the 
invitation to access this application. If not found, 
please contact support@ou.ad3.ucdavis.edu. 

 To Initiate/Submit a Form: Left menu -> select Contracts and Grants -> Advance Account  
 To be used when you need to start incurring expenses prior to receipt of a fully executed 

contract or grant.  
 Requires a firm commitment from the sponsor with the award amount and start date. If 

the start date is date of last signature, an advance account cannot be set up. 
 Contact OCG for guidance to confirm if an advance account can be set up on your 

pending award.   
 

 
 
Enter in the PI Name, Department, Unit Director, and 
requested project detail. 

 
 

 
• If the PI is the same person as the submitter of the 

form, the following PI certification will need to be 
checked as well:  

 
 
 
 
 

Advance 
Account 

https://wfa.ucanr.edu/
mailto:invites@microsoft.com
mailto:support@ou.ad3.ucdavis.edu


Page 2 of 2 

 

 
• Check Yes if federal or federal flow thru  
• Enter in the unrestricted fund source that will be used 

as the backup account in the event the pending award 
does not come through for any reason.  

 
 
 
 
• Enter the anticipated award start/end dates and 

award amount. 
• Enter in the requested advance account dates and 

advance amount. 
• Provide a justification for why the advance account is 

needed.  
• Upload confirmation of the sponsor’s intent to fund 

the project such as an email or award letter. The documentation 
should confirm the award start date and award amount. 

• Select your BOC or unit Business Manager. 
• Click Submit. 
 
 
 
 
 
 
 
 
• If the submitter is not the PI, the form will first route to the PI to 

provide the PI certification and approval.  
• The form will then route to the Unit Director BOC for 

approvals.  
• To Approve a Form: select the Pending Approvals 

menu.  
• Click blue View button next to the applicable form. 
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