Staples (Office Supplies) – Additional Information
Last updated:  04-10-2012
Staples internet E-way help desk number is offline, and they do not know yet if it is temporary or permanent.  For now, please use this contract information for the E-Way help desk:

Internet E-Way Help Desk

Phone:  888-238-6329      Ext 5

E-Mail: res_mbox2212@Staples.com
The 2012 State Use Catalog is available at the following websites:

State Use Vendors Website and Ordering Portal

www.ksstateuse.org
Department of Administration / Procurement and Contracts website

http://www.da.ks.gov/purch/2012StateUseCatalog.pdf
Staples – Substitutions for State Contract (State Use) Items

Staples has updated their Staples Advantage Eway shopping website to reflect substitutions of State Use Vendor items for name brand products, when applicable.  Previously for SMART users, the substitution was made after the Purchase Order was dispatched to Staples, instead of during the shopping/Requisition stage.  This caused numerous match exceptions on the associated voucher lines (in AP).

Staples Advantage Eway will now display when a name brand item is available from a State Use vendor as soon as the item is added to the cart.  The user will see a screen similar to the one shown below, indicating that the requested item is being substituted with a State Use item.  Selecting ‘Continue’ will place the State Use item in the Shopping Cart.
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Upon checking out, the substituted item is returned to the SMART Requisition and will source to the subsequent Purchase Order.

Toner Cartridges

State Agencies are required to use Cartridge King of Kansas from the State Use Catalog.

You can have the most impact on creating and sustaining jobs for persons with disabilities by buying remanufactured toner cartridges from Cartridge King…including the Gold Crown line where CK employees replace nearly 100% of the parts that move, click or that are replaceable during the remanufacturing process.  These remanufactured cartridges are lower in cost than new toner cartridges.

If you are in Topeka and experiencing a “toner emergency”, Cartridge King has a retail storefront at 32nd and Kansas Avenue that is typically open during work hours.

Beware of toner cartridge scams (telemarketers):  We’re pleased to hear that State of Kansas employees are feeling empowered enough to (politely) tell these telemarketers to take a hike…they can be aggressive and typically, when if the scammer does get you to place an order, the costs are usually than through the State Use Catalog, and it’s nearly impossible to return the unwanted packages.  

If you have any questions, please contact the Office of Procurement and Contracts.  Thank you.
	
	
	The Procurement “Food Chain” - An Order of Precedence Summary

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	Statutorily established, Mandatory-Use Programs
	
	
	

	KCI
	 
	
	Kansas Correctional Industries
	
	
	www.kancorind.com

	State Use Catalog
	 
	
	State Use Catalog
	
	
	
	www.ksstateuse.org

	
	 
	
	No local waiver capabilities allowed
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Contracts
	 
	Statewide - Mandatory Use Contracts are Mandatory Use
	
	
	

	
	 
	 
	Examples:   Office Supplies; Computers, Vehicles
	 
	 
	 
	 

	
	 
	Agency-Specific contracts are Mandatory Use 
	
	
	
	

	
	 
	 
	Contracts bid to meet an individual agency’s specific needs
	 
	 

	
	 
	Statewide - Optional Use contracts are optional use services
	
	

	
	 
	
	Can be an avenue for expedient procurement of commodities and services
	

	
	 
	
	Examples:  Cellular Phones / Data Services; Vehicle Maintenance
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Open Market 
	 
	Local Delegated Authority (LDA)
	
	
	
	
	

	Purchases
	 
	Local Delegated Authority is derived by statute from Division of Purchases (KSA 75-3739)

	
	 
	 
	Abuses of LDA can result in a reduction of LDA
	
	
	

	
	 
	
	·   Order splitting to keep totals below the LDA threshold is not appropriate
	

	
	 
	 
	Purchases under $5,000, no competition is required, but is certainly encouraged

	
	 
	
	·   Remember:  Processes Listed above first, then Open Market
	
	

	
	 
	 
	Repeat purchases over a year should be combined for bidding
	
	

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	Purchases over Local Delegated Authority 
	
	
	
	

	
	 
	
	·   Must be submitted to the Division of Purchases for bidding or other consideration

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Prior Authorizations
	 
	Prior Authorization is required for non-traditional / non-competitive purchases

	
	 
	·   Transactions must be reported to the Legislature on a Quarterly Basis
	

	
	 
	
	
	
	
	
	
	
	
	
	

	
	 
	Form Location:
	http://www.da.ks.gov/purch/PriorAuthForm.doc
	
	

	
	 
	CCA
	Consortium / Cooperative Agreement (must provide pricing research)
	
	

	
	 
	COM
	Compatible with Existing Equipment
	
	
	
	

	
	 
	CSD
	Computer Software / Maintenance available only from the Developer
	
	

	
	 
	DAR
	Delegated Authority Request (One-Time, not to exceed $25,000)
	
	

	
	 
	DOP
	Director of Purchases, in the judgement of the DOP
	
	
	

	
	 
	EMR
	Emergency Procurement
	
	
	
	
	

	
	 
	GSR
	Grants / Subrecipients
	
	
	
	
	
	

	
	 
	IGP
	Inter/Intra Governmental Procurements
	
	
	
	

	
	 
	LRE
	Lab or Research Equipment / Supplies
	
	
	
	

	
	 
	OCP
	Off-Contract Purchase Reqeusts (for exact items, subject to bid requirements)
	

	
	 
	OEM
	Original Equipment Manufacturer (and not available through distributors)
	

	
	 
	OKP
	Only Known Provider (should be rarely used, must show thorough research as to OKP status)

	
	 
	PEP
	Purchased for Evaluation Purposes
	
	
	
	

	
	 
	PSC
	Patented or Specialized Consulting Services
	
	
	
	

	
	 
	PSP
	Professional Services (Accountants, Lawyers, Consultants, per KSA 75-37,130 et seq)

	
	 
	SCW
	State Use Catalog Waiver
	
	
	
	
	

	
	 
	STX
	Statutorily Exempt
	
	
	
	
	
	

	
	 
	USE
	Purchase of Used Equipment
	
	
	
	
	

	
	 
	USR
	Utility Services
	
	
	
	
	
	

	
	 
	
	
	
	
	
	
	
	
	
	

	
	 
	Transactions over $100,000 must be posted to Internet Website for 7 days
	

	
	 
	
	http://www.da.ks.gov/purch/PriorAuthorizations.htm
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