TechBuy Guidelines for Entering Requisitions for Bottled Water Services

The following guidelines are intended to provide assistance for individuals entering requisitions for bottled water services. The
Purchasing/Contracting Department has made every effort to ensure that the guidelines are in compliance with university operating
policies. However, in the event of conflict between these guidelines and operating policies, the operating policies shall prevail.

Texas Tech has a contract with Aquaone that provides special pricing for purchase of bottled water services.
Departments should setup requisitions for estimating the dispensers and supplies that will be used.
1. To set up your purchase order for Aquaone, go to the TechBuy home page. At the shop at the top, enter the
keyword “water”
2. For the bottled water products brought back, select the desired size water bottle, enter the quantity
needed, then select “add to cart”.
3. You can enter quantity for a year to set up a standing order. If doing so, enter “Standing Order” in the
external notes.
4. If a cooler is needed, enter the number of months needed for the fiscal year in the quantity (will be 12
unless you are setting up a new order in the middle of the fiscal year) then “add to cart.”
5. If cups are needed, enter the quantity needed and “add to cart.”

6. When you have added all the items to your cart, click on the “view cart” link on any one of the items to see
your cart and continue processing as you would any requisition.
Notes:
•

All items on the requisition will be coded 7N4006, including the dispenser rental and cups.
For assistance, please contact Purchasing and Contracting at techbuy.purchasing@ttu.edu

FUNDING NOTES:
• State-appropriated funds (FOPs beginning with 11, 12, 13 or 14) cannot be used for bottled water or
supplies.
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