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I.  Introduction 

Congratulations, you are among an elite and progressive group of suppliers and category managers 

who utilize the Walgreens Diversity Tracking, Monitoring and Reporting System.  Your utilization 

of this system demonstrates your leadership and commitment to effectively manage your diversity 

suppliers, while striving to increase their numbers.   

(1) The ISD national reporting, tracking and validation system will serve to verify and track 

diversity expenditures by company, division, and organization.   

(2) The System will provide your organization with accurate and timely reports that will provide 

senior leadership with the necessary facts to make sound business decisions and plans for the 

purchase of services and products.         

(3) The use of this tool will also greatly aid Tier 1 suppliers to achieve their vision, within the next 

three years, of becoming a ”Next Practices” company for Diversity and Inclusion.   

(4) The ability to communicate with a select group or all diversity suppliers will be greatly 

enhanced with the ISD automated E-mail system.   

(5) This will enable Tier 1 suppliers to support and strengthen their business relationships with all 

diversity suppliers while working collaboratively to achieve the Company’s mission, vision, and 

diversity strategy. 

It is important to note that all information entered into the ISD system will be handled in a very 

confidential and discrete manner.  The information will only be used to deliver appropriate services 

and reports for use by Walgreens and your organization.  The ongoing objective of ISD is to work 

in partnership with Walgreens to ensure the timely and accurate delivery of Tier 2 diversity reports. 
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II.  Overview  

The Integrated Systems Design System (ISD) is a means for suppliers to report their 

Second Tier Diversity Expenditures. Expenditures may be reported at the corporate or 

category manager’s level. The ISD Web base system will replace manual or outdated 

processes. Second Tier diversity dollars are to be reported by direct/indirect suppliers, 

using category grouping codes and recording payments to suppliers quarterly. 

 Objective/Purpose: Ensuring the inclusion of diversity categorized suppliers as a part of 

Walgreens’ strategic sourcing and procurement process. 

Success will be measured based upon Walgreens’ ability to attract, attain, and 

surpass, where possible, the following stated objectives: 1.) Walgreens will have the 

ability to enroll prime/preferred suppliers into the reporting tool. 2.) Prime/preferred 

suppliers (“enrolled suppliers”) will be able to accomplish and produce timely and 

accurate reporting into the ISD tool. 3.) As a result of ISD working with Walgreens and 

enrolled suppliers, any system access or technical issues will be resolved. (e.g. login, data 

transmission). 

 

Goal: We are encouraging Walgreens’ first-tier suppliers to set goals with their suppliers to 

achieve the published goal of 10%. 

 Measurements – Establishing and meeting company and departmental goals and 

objectives that support Walgreens’ overall diversity strategy. 

 Requirements for Prime Contractors: Depending on the size of the construction 

project, prime contractors and consultants are required to meet minimum diversity 

participation of 25% of the total contract. (Construction Companies Only) 

 Reporting Requirements – Monitoring and reporting the progress toward achieving 

Walgreens’ supplier diversity goals and objectives with a strong emphasis on continuous 

improvement.  Note the year quarterly supplier reporting schedule:   

 
  Time Frame    Reports Due 

  1st Qtr.            Apr.   

  2nd Qtr.           July   

  3rd Qtr.            Oct.   

  4th Qtr.            Jan.   
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III. Getting Started 
For web access, enter https//www.isdsystems.net/walgreens 

 

To login: enter User ID & Password in boxes marked with a red asterisk.  

 
 New ISD System users will be provided the personal user identification code and password for 

login.  As with all proprietary electronic data systems, it is important to retain this as 

confidential and not to share the access information with anyone else.  If you forget your 

password, enter your user ID and click Forgot Password to have your password sent to your 

registered e-mail address.  

 If you forget your username, send an e-mail message with your name, along with your phone 

number and it will be sent to you via email. 

 The set-up and listing of Tier-1 Diversity Suppliers are very user friendly and easy to establish.  

The ISD System is designed for Tier-1 Suppliers to input specific information and data about 

their company and their company diversity spend. 

 New Administrators should click on the Privacy Policy button and become familiar with the 

ISD Policy. 

 New tier-one vendors will also use this portal to login using their identification and password.  

It is important that vendors become familiar with Vendor Eligibility Guidelines and comply 

with them in order to register with Walgreens.  This necessitates that the new suppliers 

complete the required information fields on the web page in order to submit their application.  

Existing suppliers may log in and update their information at any time.  Instructions for 

accessing the System are also included on the sign-in page. 
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 To complete the Diversity Supplier Qualification Checklist, click the 

“Diversity Supplier Registration link” located on the “Login” screen 

 

 
  

Read the information; select “Yes” or “No” at the bottom of the form. 

Select “Yes” to save and continue. 
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IV. The Dash Board Report  

 The Dashboard Report is automatically created from information inputted into the system and 

break down by active suppliers.  It reflects a composite summary of all Tier-1 Suppliers, diversity 

suppliers, and break down suppliers, suppliers pending approval and rejected suppliers. 

  

V.  Administration 
A. To Add Users – Click Admin Tab, Select “Add Corporation Users” 
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Add Users: To add corporation users, complete the information in boxes below, 

boxes marked with red asterisks must be completed.

 
 Additional users may be authorized to use the system once granted a user ID and user name.  

This will allow authorized users to configure supplier data, run reports, perform data import, 

and establish routing and/or messaging options. They may also send data to excel files and 

create custom reports. 

 
B. Add Diversity Supplier 

From the “Admin” drop down menu select, “Add Diversity Supplier” 

Complete the boxes, all boxes marked with an asterisk must be completed. After 

completing the form click, “Submit”. 
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C. Manage Users 
  

From the Admin drop down menu select “Manage Users” to reach the 

“Manage Users” screen. 

 

 
  
 You can activate, de-activate users and suppliers can assign and reset passwords. For 

activating and or deactivating users, click Search. The screen will change, select one of the 

options and click update. 

 

D. Change Password 

To change passwords click the “Admin” drop down menu and select, 

“Change Password”. Complete boxes marked with red asterisk. Next type 

the old password, then type a new password, and to complete the process 

re-type the new password to confirm.  

 
Supplier users will have the ability to change and or reset their user ID and password. 
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E. Upload Affidavit – Available to “Tier 1 and Diversity” Users 
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F. User Access Management 

       Select, “Buyer User ID”, check all that apply, select, “Update”.  

  Allows 1st Tier Suppliers access to certain reports. 
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VI. Masters 

Edit User Profile  

A. To Edit User Profile, select the “Masters” tab from the drop down menu 

and select, “Edit User Profile”. 

 

 

All of the required information fields are denoted with an asterisk (*). You are asked to 

update your company’s user profile to reflect any changes. Suppliers are asked to update 

their company’s user profile to reflect any changes. 

 

B. To Edit Company Profile, select the “Masters” tab from the drop down 

menu and select “Edit Company Profile”. 
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C. Assign Diversity Vendor 

Select, “Assign Diversity Vendor”, from the “Masters” drop down menu. 

 

This page is for added diverse first suppliers the ability to upload/select the tiered 

vendors they are sourcing business with. 

 

 
 

 

 

 

 



  

INTEGRATED SYSTEMS DESIGN, INC. – ISD 2017 14 

 

VII. Transactions 

A. Annual Spending Percentage – Click the “Transactions” tab and 

select “Annual Percentage”.  Next select, “Corporation” and then complete 

boxes marked with red asterisk. Next press “Save” or “Reset”.  

This form is used for setting the Corporation annual diversity spend goals for each 

diversity class. It provides a quick and easy method of measuring and calculating 

progress in achieving stated objectives. (The system will calculate the reported 

percentages). 
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B. Diversity Spend Dollars – Select, “Diversity Spend Dollars” in the 

“Transactions” drop down menu. The fields are labeled and describe the 

information to be entered into each field. The fields have been validated so as to 

disallow any wrong entry into the form. (The year quarterly supplier reporting 

schedule). 
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VIII. Reports - To view Reports, select, “Reports” and choose from the 

drop down menu 

 

A. Details Dollars Report – Select, Tier1 Company name and click, “Search” 

to view report. Report provides the dollars spending detail as reported to 

Company for the selected dates. 
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B. Summary Dollars Report 

Select, “Reports” from the drop down menu and choose “Summary Dollars 

Report”. 

 
 

Select, the “Date Range” and “Supplier name” from the drop down menu and 

click, “Search”. This report provides the Summary Dollars Report as reported to the 

reporting Company and verified by Diversity Suppliers for the selected dates. The fields have 

been validated so as to disallow any wrong entry into this form.  
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IX. Notes 
Selecting “Notes” from the from the “Notes” drop down menu will allow you to 

search and obtain notes loaded into the system. 

   
 
 

X. Help 

Selecting, “Help” from the main menu will enable you to access the online 

help manual.  

 
 

For additional information and assistance, call: 888-221-1505  

Ext.104 or Email Tech@isdsystems.net  
  

mailto:Tech@isdsystems.net
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XI. Logout – Select “Logout” from the Main Menu 

 

After “Logout” is selected, this message will appear indicating that you have 

successfully logged out. 

 

 

 
 


