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DOH Vendor System: 

Producer/Supplier 
 
 
 
 
 
 
 
 
 

Objectives: 
 
 
 

Add a Producer to the DOH Vendor System 
Add a Facility to the Vendor System 

Transfer a Facility 
Transfer a Facility to a New Producer/Supplier 
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Overview 

The Producer/Supplier function within the DOH Vendor 
System tracks producers, suppliers, and their facilities. 
Certain areas within HiCAMS use information entered here. 
For example, a Resident Engineer may research a producer 
to ensure that the facility where a material was produced is 
approved. You can also view the Test Results for a material 
in Producer/Supplier. 

The Producer/Supplier module provides the ability to work 
with both producers and suppliers. For convenience, the 
term producer will be used to designate both Producer and 
Supplier. For example, you may assume that instructions for 
adding a producer will also apply to adding a supplier. 

Adding a Producer  

To add a producer to the system: 

Step 1: Click Functions  Producer/Supplier  
Producer/Suppliers.  

The Producer/Supplier Selection window displays: 
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Step 2: Click the New button. The Producer/Suppliers window 
displays: 
 

Step 3: Enter the basic information about the producer in the top 
portion of the window. 

Step 4: Add the addresses for the producer. You can add several 
different addresses for the producer. For example, you could 
add a billing address and a physical address. 

♦ Click the Add Address button. A blank row appears in 
the Address Type column.  

♦ Select the type of address you are adding: click the 
Address Type drop down box and choose the address. It 
appears in the Address Type column. 

♦ Type in or select the remaining information. 

♦ Click File  Save. 

Step 1: Repeat to add additional addresses. 

Note: When you click Save, the ID for the Producer or Supplier is 
automatically generated by the DOH Vendor System. 
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Adding a Facility  

A facility is where a material is produced. A producer may 
have several facilities, and the DOH Vendor system provides 
the ability to add multiple facilities 

Step 1: If you are not in the Facilities tab, go to it: 

♦ Click Functions  Producer/Supplier  
Producer/Suppliers. 

♦ If you are adding a producer, click the Facilities tab. This 
will allow you to enter all necessary information for the 
producer.  If only adding a facility to the producer, 
simply click the Facilities tab: 

 A blank line appears in the Name section. 

Note: To add multiple facilities to a Producer/Supplier, select the Add 
Facility button, another blank line will appear in the Name 
section. 

Step 2: Enter the appropriate information for the facility. 

Step 3: Click the Save icon on your toolbar to save your changes. 
Until you save the information, you can remove it by clicking 
Delete Facility button. 

Note: Once the facility information has been saved, it cannot be 
deleted.  Instead, the expire date must be changed. 
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Step 4: Repeat for the facilities that you want to add. 

Transferring a Facility to a New Producer/Supplier 

In the event that a new producer purchases an existing 
producer or another producer’s facility, you can transfer that 
facility in HiCAMS. 

Step 1: Locate the facility to transfer to a new producer using Steps 
1-3 above.  The facility and current producer is displayed: 

Step 2: Click the Transfer Facilities button.  The Transfer Facilities 
window displays: 

 

If there are multiple facilities for the current producer 
selected, they will appear in the list.   

Step 3: Click the checkbox in the Transfer column to indicate which 
facility to transfer.  If all facilities are being transfer, click the 
Select All checkbox at the bottom of the window. 

Step 4: Click the Select button.  The Producer/Supplier Selection 
window will display: 
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Step 5: Use the search section at the top of the window to search by 
Type, Facility Type, Plant ID or Name and click the 
Retrieve button.   

Step 6: Select appropriate Producer name and click OK.  The 
Transfer Facilities window displays: 

 

Step 7: Review the window to ensure producer information is 
correct and click Transfer button. 
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Tip: If producer information is incorrect, use the Select button to 
correct. 

If all facilities are being transferred from the original 
producer, you will receive a warning message indicating the 
original producer will be expired: 

The facility will be transferred to new producer. 

Expiring a Producer/Supplier, Facility or Facility Type 

If a Plant is being expired or the Plant’s status is being 
changed from “Active” to “Revoked”, one or more of the 
associated Concrete Mix Designs may also need to be 
reactivated.  When the expiration date is manually changed 
to a date less than today’s date, an informational message 
will display: 
 

Step 1: If the facility types associated with the plant being expired 
should also be expired, click Yes. 

Step 2: If the plant being expired is a Concrete Mix 
Producer/Supplier, the system will then check for any 
Concrete Mix Designs associated with the facility about to be 
expired.  If any exist, a message will display: 
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Step 3: Confirm the request to expire all associated Concrete Mix 
Designs by clicking Yes.   

Note: Click “No” will return the facility’s expiration date to its previous 
state, and the CMDs will remain active. 

All CMDs associated with the facility will no longer be 
available for selection. 

Re-activate or “Unexpire” a Producer/Supplier or Facility 

If a plant is being unexpired or the plant’s status is being 
changed from “Revoked” to “Active”, one or more of the 
associated Concrete Mix Designs may also need to be 
reactivated.  To facilitate this, the Unexpire Concrete Mixes 
window will be displayed: 

The Unexpire Concrete Mixes window displays all of the 
Concrete Mix Designs associated with the Plant, along with 
the Status and Expiration date of each Mix.   

By clicking in the individual “Unexpire” checkboxes, or 
clicking the “Unexpire All” checkbox, the user selects the 
mixes that should be unexpired along with the Plant. 

Revised 12/7/2012 - renumbered because of addition of Project Closeout module. 
MBNovello 


