
 
 
  1401 University Dr. 
Lexington, KY 40546-0236 
 
859 257-7044 
www.ctrp.uky.edu 
 

1. Become a Registered User 
 

 
 
 To become a registered user, please fill the form fields with: 
 •Your name 

•Your institution name 
 •Email address 
 •Phone number 
 Then click the “Become a Registered User” button. 
  

 

Placing an Order 

http://www.ctrp.uky.edu/


2. Log into Center for Tobacco Reference Products (CTRP) website 
 

 
3. Order Products 
 

A. Select the Product 
 

 
 

 

 

 

Click “Product” tab 

Click “Product 
Categories or 
scroll-down for 
product options 



B. Enter Product Quantity  
 

 

 
 
  

 Enter product quantity 

 Click “Continue” button 



 
C. Complete Shipping and Billing Address information.   

 

 

 
 
  

 



D. Answer Additional Information questions.  Check all that apply.  Select Institution Type. 
 

 
E. Click the blue button “Click to download the Terms and Conditions and enable the 

acceptance radio button below.”  Next, click the “I accept the Terms and Conditions” radio 
button and click the “Continue” button. 

 

 
 
 
 

 

 



F. Finalize Order.  Review information for accuracy.  Click “Confirm and Submit” button. 
 

 

 
G. Document Manager.  (1) Download Disclaimer; (2) type contact information into text box 

on Disclaimer form; (3) print; (4) sign; (5) scan to file; and (6) upload document to CTRP 
website.  Follow “Document Upload Instructions” on screen below. 

 

 

 

 



The customer can also upload other documents, tax forms, shipping instructions, etc. may also be 
uploaded at this time. 
 
Please note:  Orders are not processed without a signed disclaimer form.  If a Purchase Order # is noted, 
then a PO must be attached.  The PO must contain the text:  “The University Of Kentucky General Terms 
and Conditions will  oversee  this contract.   There are NO additional terms and conditions, and any 
attempt to add via purchase order or otherwise is VOID.” 
 
 


