
Messenger Request System 



Hearst Messenger Request System

• Visit the following URL to 
request service:

http://www.deluxelogin.com/

http://www.deluxelogin.com/


Hearst Messenger Request System

• Enter User Name

Your user name will be your email 
address.

• Enter Password

Your initial password will be 
delivery1 

• Once you have logged in, you can 
change your password in the 
Preferences tab. Instructions on 
how to change your password are 
at the end of this presentation.



Hearst Messenger Request System 

• After log on, the Order tab will automatically be selected.



Hearst Messenger Request System

• User Name is auto populated. 

• You can select your recipient from 
your saved Address Book or enter 
the destination manually.

• Enter any special instructions in 
Instructions field.

• The Swap button enables users to 
schedule pick up from outside 
locations

• Please note that you will have to 
manually enter all recipients and 
destinations initially. You can save 
these entries to your address book 
by checking Save DL Address or 
Save PU Address.



Hearst Messenger Request System

• Enter quantity.

• Enter service type (messenger, 
van or truck).

• Select Rush if applicable.

• Enter Pickup Time if the piece or 
pieces are to be sent out at a 
future date or time.

• Enter the value of the piece or 
pieces in to the Declared Value 
field.

• Enter a description of the piece 
or pieces in to the Description 
field.



Hearst Messenger Request

• Ref 1 - This field will auto populate 
based off of your login information.

• Ref 2  - Open for personal preference 
from user profile set up.

• Ref 3  - Open for user preference.

• Ref 4  - Magazine name.

• Enter any additional instructions in the 
Special Instructions field.

• If either the shipper or recipient would 
like to receive an email notification 
upon delivery, check the Email 
Notification box and enter email 
address.

• Click Process Order to dispatch the job 
immediately to our messenger team.



Shipping Label

• Print the shipping label, and attach it to 
the outgoing shipment.

• Make note of the reference number, 
located on the top-left of the form.

• The status of your request can be 
tracked using the provided reference 
number.



Hearst Messenger Request Tracking

• All users will have the ability to track shipments.  

• After logging on, select tracking tab and enter the reference number 
assigned to your request.



Additional Tracking Options

• Another tracking option is 
provided:
• Select date range 

• List of all request for select date will 
display

• Expand request to view details of 
request

• Click on the reference number to 
reprint the shipping label. 



Hearst Messenger Request

• Here is a sample of the tracking confirmation screen:



How To Change Your Password

• Under the Preferences tab, take 
the following steps:

• Select My Profile.

• Select Change Password.

• Enter old password.

• Enter new password.

• Confirm new password.



Thank You 


