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Business Operations Center 

Workflow Automation Application 

Unauthorized Purchase Form 

 
➢ ADD LINK TO WFA SYSTEM wfa.ucanr.edu 
➢ To Initiate/Submit a Form: Left menu -> select Business 
Operations -> Unauthorized Purchases  
➢ To be used when a purchase was completed without 
following UC Davis and UC ANR policy.  
➢ Unauthorized service without an approved UC business 
contract/purchase agreement 
➢ Unauthorized purchase without an approved UC 
purchase order 

➢ Emergency Purchase 
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• Enter Vendor Name, Amount and Date of Purchase. 

• Enter Name of the Purchaser and Email. (Another staff member can submit this form for the purchaser) 
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• Select the type of unauthorized purchase 

• Enter item or service purchased  

• Explain why the appropriate purchasing policy was not followed. Include detailed justification. 

• Enter business purpose for the purchase. 
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• Select the steps for prevention and describe in detail what the department or unit will do to prevent future unauthorized purchases. 

• Upload the invoice/receipt and all other backup documentation.  

• Provide instruction of who needs to be paid (the vendor or the purchaser). 
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• Enter submitter name, email and date. 

• Select Department and Director.  

• Select corresponding Financial Approver (UCCE: Su-Lin Shum, SWP: Joni Rippee, etc.) 

• Select SUBMIT green button at the lower right hand corner of the page. 
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Approver Page 

• To Approve a Form: Left menu -> select the Pending 
Approvals menu. Click View next to the form. 

• Director reviews and approves.  Enter Comments as 
needed. 

• Financial Approver reviews and approves. Enter comments 
as needed. 

• ANR Controller reviews and approves or rejects form. 
 

 


