Corporate Express/Staples Policy
KU Medical Center and Research Institute Policy for the purchase of office supplies.

Effective Monday, March 3, 2008, all orders to Corporate Express/Staples must be placed 

via E-Way and use the BPC for payment.  There are two (2) exceptions.

1.  Those individuals who are purchasing using Private Funds and have the Private Fund

     account set up with Corporate Express.

2.  Custom orders that are not available via E-Way.  In this situation, there must be written

     communication from our Corporate Express/Staples account representative indicating

     that this item(s) must be placed by purchase order.

The E-Way online ordering system will be modified to only allow BPC and/or Private Fund

transactions

If you do not have a BPC, please visit the PeopleSoft Administrative System Support website

at http://www2.kumc.edu/finance/peoplesoft_support/training.html  to register.
If you do not have a Corporate Express/Staples E-Way sign-on, you are encouraged to take the

on-line simulated training as soon as possible so once you receive your BPC, you can start 

placing orders.  The simulated training can be found at http://www2.kumc.edu/finance/purchasing/eway.html 

This change reduces processing costs for both KUMC and the Research Institute by eliminating

the need for all of the processing and activity that occurred with requisitions, purchase orders,

invoices, vouchers, checks or warrants.

We look forward to moving ahead with these changes and electronic ordering.

If you have any questions or concerns, please contact Stephen Scanlon, Director of Purchasing,

at sscanlon@kumc.edu 

