SHARP. ENVELGPEPRINTING .=

Print Envelopes Using the Bypass Tray
MX and DX “N” Models

(Models Excluded: MX-M850/950/1100, MX-M550/620/700, MX-M753N)

1. Print a single or multi page document from default tray & addressed envelope ....Page 1

2. Print a multi-page document from a specified tray & addressed enveloped .......... Page 8
3. Print an individual envelope or multiple envelopesonly...............coooi i Page 15
4. Envelope printing for MX-M350 & MX-M450 (Bypass & Tray “2”).....ccccvvveevineennnnn. Page 20

1. Print a single or multi-page document from default tray & addressed envelope

When printing an envelope, a single blank page will automatically print if you open a new Microsoft®
Word document. You can key text such as a letter, note, memo etc on the single page to include in
your envelope.

You also have the option to print an envelope with a one page or multi-page document with no blank
page.
At the PC:
1. Open: New Microsoft Word Document and key text or open a multi-page document.
Select: Tools from the header bar.

Click: Letters and Mailings from the menu.

Select: Envelope tab.

Type: Delivery address for the recipient in the Delivery address box.

2
3
4. Choose: Envelopes and Labels.
5
6
7

Type: Return address for the sender in the Return address box.
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SHARP

8. Click: Options button.

9.

Envelopes and Labels

Envelopes | Labels |

Delivery address: [ -

Print

ENVELOPEPRINTING

ENVELOPE PRINTING “1”

J0 Document Enterprise
Corporate Complex
Matiaiah, W 07495

[ add electronic postage

ry
j &dd to Document

=

I Return address; I 1 - [~ Omit

Cancel

Optians. ..

E-postage Properties.,..

Sharp Electronics Corporation
1 Sharp Plaza
Mahweah, N 07494

eed

FEViEW
ﬂ

d

Il

Before printing, insert envelopes in your printer's Bypass Tray,

Click: Envelope Options tab.
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SHARP. ENVEL'OPE PRINTING

ENVELOPE PRINTING “1”

10. Select: Size 10 or COM 10 from the Envelope Size drop-down.

11. Click: Delivery point bar code box under If mailed in the USA.

*You can change the font attributes for the Delivery address and
the Return address by clicking the appropriate Font button.

Envelope Options |

| Ervelope size: |
ISize 10 (4 1/8 %9 1)2 i) |
If mailed in the LS4

I Iv Delivery point I;ar cade |
[T FIM-a courtesy reply mail

Delivery address

Fant From left: IF'.utn:u E‘
From top: I.ﬂ.utcu E‘
Feturn address

Fant From lefk: I-':'-'-lt'I' E‘
Frarm kap: I-':'-thD E‘

:

L

Preyview

(o] 4 Cancel

Continued on Next Page
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SHARP

12.
13.
14.

15.

Select:

Click:

Click:

Select:

ENVELOPEPRINTING

ENVELOPE PRINTING “1”

Printing Options button.
Face down radio button from Feed Method.
2" to last icon representing envelope image face-down in the center of the box.

Bypass tray from the Feed from drop-down.

Envelope Options x|

Ernvelope Options

Printer:  SHARP Dx-Z311 PCLG

Feesd method

— — — -~ |
™ Face up f* Face down
™ Clockwise rotation %
Ee=d From:
IB';.:'pass Tray j

Reset |

Yiou have changed Word's defaulk envelope handling
method For this prinker.

These changes could be incorrect, Choose Reset ko
return bo Ward defaulks,

g I Zancel

16. Click: OK button.

SHARP AGCADEMY —_ v
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SHARP. ENVELOPE PRINTING

ENVELOPE PRINTING “1”

17. Click: Add to Document in the Envelopes and Labels dialogue window.

Envelopes and Labels x|
Envelopes | Labels I
Delivery address: [ - Frint |
JD Document Enterprise i" Add to Document I
Corporate Complex
Mahwah, M 07495 Cancel I
opkions. .. I
ll E-postage Properties. ..
[™ add electronic postage I
Return address: W~ I omt y
- - e e Fee
=harp Electronics Corporation - _
1 Sharp Plaza = =

Mahuwah, NJ 07498 st @
[

Before printing, insert envelopes in your printer's Byvpass Tray.

18. Click: NO when the pop-up message appears.

Microsoft Office Word x|

\-‘p Do o want bo save the new return address as the defaulk return address?

Yes Mo |

Continued on Next Page
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SHARP. ENVELOPE PRINTING

ENVELOPE PRINTING “1”

19. Place: Cursor on the return address on the envelope so that it is blinking.

—®fharp Electronics Corporation
1 Shatp Plaza
Makwvah, N 07485

IR nmanl
JD Document Enterprise
Corporate Complex
Mahweah, NI 07495

20. Click: File and then Page Setup from the File menu.

21. Select: Paper tab.

22. Select: COM 10 or Size 10 under the Paper size drop-down list.

23. Select: Bypass tray from the drop-down list under first page.

24. Check: Default tray is highlighted in the Other pages drop-down box.

Margins Paper | Layauk I Docurnent Grid I

Paper size:
fcomio |
Width: 4.13" =
Height: 2,5" =

Paper source

Firsk page:

Preview
Apply to:
Iwhole document j

Print Cpkions. .. |

%

Cancel |

Default. .. |

Continued on Next Page
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SHARP

ENVELOPE'PRINTING .=

ENVELOPE PRINTING “1’

25. Click: OK.

21. Click: File.

22. Select: Print.

23. Select: Sharp printer you will use to print.

24. Click: OK after completing the Bypass tray Paper Select setup on the MFP.

At the MFP:
1. Add: Envelope facing in the designated position in the Bypass tray.
Touch: Paper Select on the LCD panel.

Touch: The paper type in the button under Bypass.

Touch: COM-10.

2

3

4. Touch: Envelope.
5

6. Touch: OK twice. The Bypass is now set up for Envelopes.
7

Return: Paper Select option to original setup after printing is completed.

SHARP ACADEMY
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SHARP

2. Print a multi-page document from a specified tray & addressed envelope

ENVELOPEPRINTING

You can print a multi-page document and print the first page from a specified tray. (E.g. colored paper,
cover page, letterhead etc.).

At the PC:

1.

® N o g > W DN

Open: Multi-page Microsoft Word Document.
Select: Tools from the header bar.

Click:  Letters and Mailings from the menu.
Choose: Envelopes and Labels.

Select: Envelope tab.

Type: Delivery address for the recipient in the Delivery address box.

Type: Return address for the sender in the Return address box.

Click: Options button.

Envelopes and Labels

Envelopes I Labels I

Delivery address: [ - Prink

JD Document Enterprise ﬂ [ =—
Corporate Complex

Mahwah, Md 07495 Cancel

I options., .,

I

E-postage Properties...

[ Add electronic postage

Return address: Ll -~ [ Omit

—Feed

Sharp Electronics Corporation - review
1 Sharp Plaza
Mahvah, T D?dga wllcul il

=l

Eefore printing, insert envelopes in wour printer's Bypass Traw.

Continued on Next Page
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SHARP
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ENVELOPEPRINTING =

ENVELOPE PRINTING “2”

9. Click: Envelope Options tab.
10. Select: Size 10 or COM 10 from the Envelope Size drop-down.

11. Click: Delivery point bar code box under If mailed in the USA.

*You can change the font attributes for the Delivery address and
the Return address by clicking the appropriate Font button.

Envelope Dptions x|

 Ervelope Optio

| Printing Cptions I

| Envelope size: |

|5ize 10 (4 1J8 % 9 12 in)

L

If mailed in the US4

| |~f Delivery point bar code |
[ FIM-a courtesy reply mai

Delivery address

Eont, .. | Fram left: |Auko

From kops [Auko

&

Return address

Fark... | From lefr: [Auto

From top: [Auko

NN

Preview

(w4 Zancel

12. Select: Printing Options button.

Continued on Next Page
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SHARP. ENVEL'OPE PRINTING

ENVELOPE PRINTING “2”

13. Click: Face down radio button from Feed Method.
14. Click: 2"¥to last icon representing envelope image face-down in the center of the box.

15. Select: Bypass tray from the Feed from drop-down.

Envelope Options x|

Envelope Options | Printing Options |

Printer: SHARP Dx-C311 PCLE

Feed methaod

=
] & & -
" Face up % Face down
™ Clockwise rotation %
Eeed Fram:
IE%,.-'pass Tray j

Resel |

You have changed Word's defaulk envelope handling
methad For this prinker.

These changes could be incorrect, Choose Resek ko
return ko Word defaulks,

(0] 4 Cancel

16. Click: OK button.

Continued on Next Page
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SHARP. ENVELOPE PRINTING

ENVELOPE PRINTING “2”

17. Click: Add to Document in the Envelopes and Labels dialogue window

Envelopes and Labels

X
Envelopes | Labels I
Delivery address: [ - Print |
JD Document Enterprise ;l £dd to Document I
Corporate Complesx |
Mahwah, Md 07495 Cancel |
Cptions. .. |
LI E-postage Properties. ..
[ &dd electronic postage |
Return address: W~ [ omi y
- - FENIEN Fee
Sharp Electronics Corporation - _
1 Sharp Plaza = =

Mahwah, NJ 0749 st @
[

Before printing, insert envelopes in your printer's Bypass Tray

18. Click: NO when the pop-up message appears.

Microsoft Office Word

X

\;‘p Lo wou want ko save the new return address as the default return address?

Yes Mo |

19. Place: Cursor on the return address on the envelope so that it is blinking

Continued on Next Page
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|||III|IIIII|II||I|III|I|II|I|I|
JD Docurnent Enterprise
Corporate Complex
Makbwah, NJ 07495

—D[sharp Electronics Corpor ation
1 Sharp Plaza
Maheevah, M 07495

mmnmnmnmen
JD Document Enterprise
Corporate Complex
Mahwah, MJ 07495

20. Click: File and then Page Setup from the File menu.

21. Select: Paper tab.

22. Select: COM 10 or Size 10 under Paper size drop-down list.
23. Select: Bypass tray from the drop-down list under first page.

Margins Paper | Lawout I Document Grid I

I FPaper size: I
fcomo |

Wdidth: 4.13" =

-

Heijght: a.5"

FPaper source

I Eirst page: I Cther pages;

Default tray (Auto Select) ;I Defaulk fraw (Auka Seleck)
Auto Seleck

Preview
Apply to:
IWhDIe document j

Print Cptions. .. |
Defaulk. .. |

%

Cancel

24. Click: OK. Continued on Next Page
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SHARP

ENVELOPE PRINTING

ENVELOPE PRINTING “2”

25. Move: Cursor so that it is blinking on the text of the first page of the document.

26. Click: File.
27. Select: Page Setup.
28. Select: Letter from the Paper size drop-down.

29. Select: Tray 2 or another tray. This selection will print using paper

(E.g. colored paper) from

the tray selected. If you want all remaining pages to print from this tray, select the

same tray under Other pages; otherwise leave the setting for

30. Click: OK.

Page Setup

MMargins Papet | Layauk | Dracumernt Griu:II

Other pages as Default.

2%

Paper size:
Letter j
width: 5" =
Height: 1" =

Paper source

First page: Qther pages:
Default tray (Auto Select) d Defaulk kray (Auto Select)
Auko Select Auko Select
Bypass Tray
Trayl
Trayz
Tray3 LI
Preview
apply ko

I'-.-'u'hu:ule docurent j

Print Options. .. |

Default, .. | (a8 I Zancel

SHARP ACADEMY <y v
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SHARP

~—

ENVELOPEPRINTING < =

ENVELOPE PRINTING “2”

31. Click: File.
32. Select: Print.
33. Select: Sharp printer you will use to print.

34. Click: OK after completing the Bypass tray Paper Select setup on the MFP.

At the MFP:

1. Add: Envelope in the designated position to the Bypass tray and check that the specified tray
has the appropriate paper for printing the first page..

2. Touch: Paper Select on the LCD panel.

3. Touch: The paper type in the button under Bypass.

»

Touch: Envelope.
5. Touch: COM-10.
6. Touch: OK twice. The Bypass is now set up for Envelopes.

7. Return: Paper Select option to original setup after printing is completed.

14 OF 27
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SHARP

ENVELOPEPRINTING

3. Print a single envelope or multiple envelopes only

You can print a single addressed envelope or multiple envelopes with the same address only.

Printing multiple envelopes saves time when you have to use an envelope for mailing to the same

address over a period of time.

At the PC:

1. Open: New Microsoft Word Document.

Select: Tools from the header bar.

Click: Letters and Mailings from the menu.

Select: Envelope tab.

Type: Delivery address for the recipient in the Delivery address box.

2
3
4. Choose: Envelopes and Labels.
5
6
7

Type: Return address for the sender in the Return address box.

Envelopes and Labels

Envelopes | Labels |

I Delivery address: I G -

Prink |

JD Document Enterprise
Corporate Complex
hlaheah, MJ 07495

[ add electronic postage

Return address: L~ T omt

F
fAdd ko Docurnent |

b

Cancel |

options. ..

E-postage Propetties. .. |

Sharp Electronics Carporatian
1 Sharp Plaza
Matweah, M 07494

i

=

FEViEW

eed

| U

Eefore printing, insert envelapes in your prinker's Bypass Tray,

SHARP ACADEMY
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SHARP

ENVELOPE'PRINTING .=

—
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ENVELOPE PRINTING “3”

8. Click: Options button.
9. Click: Envelope Options tab.
10. Select: Size 10 or COM 10 from the Envelope Size drop-down.

11. Click: Delivery point bar code box under If mailed in the USA.

*You can change the font attributes for the Delivery address and
the Return address by clicking the appropriate Font button.

Envelope Options x|

| Envelope size: |

|5ize 10 (4 1J8 % 9 1/2 in) |

If mailed in the US&

| |~f Delivery point bar code |
[ FIM-a courtesy reply mail

Delivery address

Font. .. Fror left; JAuto

.

From bop:  [Auko

Return address

Fant... From lefk: [Aubo

NN

From top:  [Auto

Prewview

(04 Cancel

Continued on Next Page
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SHARP

12.
13.
14.

15.

Select:

Click:

Click:

Select:

ENVELOPEPRINTING

ENVELOPE PRINTING “3”

Printing Options button.
Face down radio button from Feed Method.
2" to last icon representing envelope image face-down in the center of the box.

Bypass tray from the Feed from drop-down.

Envelope Options }(l

Envelope Options  § Prinking Options | I

FPrinker: 3SHARF Dx-Z311 PCLE

I Feead method ||

= = = - |
" Face up i+ Face down
[T Clockwise rokation %
I Feed From: I
IEH';.-'pass Traw ;I

Resek I

“ou have changed Word's default enwvelope handling
rnethod For this prinker.

These changes could be incorrect, Choose Reset to
return ko Word defaults.

| Ik I Cancel

16. Click: OK button.

SHARP ACADEMY . v
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SHARP

~—

ENVELOPEPRINTING =

ENVELOPE PRINTING “3”

17. Click: The Print button to print just one envelope. The envelope will automatically print.

Envelopes and Labels x|

Envelopes | Labels I

Delivery address: [ - I Print I

JO Document Enterprise i’ A bo Document |

Corporate Complex

Mahwah, Md 07495 Cancel |
Options... |

;I E-postage Properkies...

[ add electronic postage e F |

Return address: - ™ Omit ) g

Sharp Electronics Corporation - riew =

1 Sharp Plaza = =

Mahwah, NJ 07494 st @
|

Befaore printing, insert envelopes inyvour prinker's Bypass Tray,

OR

18. Click: Add to Document in the Envelopes and Labels dialogue window to setup printing
multiple envelopes with the same address.

Envelopes and Labels X|

Envelopes | Labels |

Delivery address: G - Print |
JO Document Enterprise ﬂl—lﬂdd S
iZorporate Complex
Mahwah, NJ 07495 Cancel |

Options. ., I
| .
E-postage P tigs...

[ add electronic postage PRSSANE TTOpeTES |

Return address: [~ [~ Omit : .
Sharp Electronics Carparation - riew =
1 Sharp Plaza = =
Mahwwah, M 07495 — @

Before printing, insert envelopes in vour prinker's Bypass Tray,

Continued on Next Page
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SHARP. EN@OPE__‘?RWTING

ENVELOPE PRINTING “3”

19. Click: NO when the pop-up message appears.

Microsoft Office Word x|

\?) Do ywou wank ko save the new return address as the defaulk return addresse

Yes Mo |

20. Place: Cursor on the return address on the envelope so that it is blinking.

—D[sharp Electronics Corpor ation
1 Sharp Plaza
Maheevah, M 07495

mmnmnmnmen
JD Document Enterprise
Corporate Complex
Mahwah, MJ 07495

21. Click: File.
22. Select: Print.

23. Select: Sharp printer you will use to print.

Continued on Next Page
19 OF 27
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SHARP. ENVELOPE PRINTING

ENVELOPE PRINTING “3”

24. Select: Current Page under Page Range.

25. Select: The Number of copies you want to print under Copies.

21
rPrinter

hlame: | gf‘ SHARP Di-C311 PCLG j Properties |
Skatus: Idle Find Prinker.. |
Type: SHARP D%-C311 PCLE

Where: 172,29,20.62:prink [ Print to file

Zomment: [T Manual duplex
~Page range _opies

L | Mumber of copies: Iﬁ

g Current page " Selection

{~ Pages: 11 v Collate
Enter page numbers andfor page ranges '

separated by commas. For example, 1,3,5-12

Print what: IDDcument j rZaam
' Pages per sheet: 1
Prink: I.D.II pages in range j ges per =l I page j
Scale ko paper size: IND Sraling j

Qptions. .. ol I Cancel |

25. Click: OK after completing the Bypass tray Paper Select setup on the MFP.

At the MFP:

1. Add: Envelope(s) in the designated position on the Bypass tray.

2.
3.
4.
5.
6.
7.

Touch: Paper Select on the LCD panel.

Touch: The paper type in the button under Bypass.
Touch: Envelope.

Touch: COM-10.

Touch: OK twice. The Bypass is now set up for Envelopes.

Return: Paper Select option to original setup after printing is completed.

20 OF 27

SHARP AGCADEMY —_ v
294 78E DU CATION DNLINE WITH You

Sharp Plaza Mahwah, NJ 07495

e-mail: sharp-pc@sharpsec.com . (s com e




SHARP

ENVELOPEPRINTING

4. Envelope printing for MX-M350 & MX-M450

If you are not using the DU4 Duplex Unit with attached Bypass, you can print envelopes for this model
using “Tray 2” in the desk unit. The paper settings differ from the other MX models instructions.

At the PC:

1.

2
3
4.
5
6
7

Open: New Microsoft Word Document.
Select: Tools from the header bar.

Click: Letters and Mailings from the menu.
Choose: Envelopes and Labels.

Select: Envelope tab.

Type: Delivery address for the recipient in the Delivery address box.

Type: Return address for the sender in the Return address box.

Envelopes and Labels X

Envelopes | Labels |

I Delivery address: I G - Bt |

JD Document Enterprise il 2dd to Document |
Corporate Complex —
Matiweah, MJ 07495 Cancel |
options. ..
[

E-postage Propetties. .. |

[ add electronic postage

Return address: L~ T omt . d

Sharp Electronics Carporatian - rTBW =&

1 Sharp Plaza = []

Mahwah, NJ 07499 s @
=l

Eefore printing, insert envelapes in your prinker's Bypass Tray,

Continued on Next Page
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SHARP

~—

ENVELOPEPRINTING =

ENVELOPE PRINTING “4”

8. Click: Options button.
9. Click: Envelope Options tab.
10. Select: Size 10 or COM 10 from the Envelope Size drop-down.

11. Click: Delivery point bar code box under If mailed in the USA.

i. *You can change the font attributes for the Delivery address and
the Return address by clicking the appropriate Font button.

Envelope Options x|

| Ervelope size: |
ISize 10 (4 1/ % 9 1{2 in) |
If mailed in the LS4

I ¥ Delivery point bar code |
™ FIM-A courtesy reply mai

Delivery address

.

Fonk... From left; [Auka

.

From kops [Auto

Return address

.

Fart... From left: [Auto

.

NN

From kops [Auto

Preview

(84 ancel

Continued on Next Page
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SHARP. ENVELOPE PRINTING

ENVELOPE PRINTING “4”

12. Select: Printing Options button.
13. Click: Face up radio button from Feed Method.
14. Click: 2"¥to last icon representing envelope image face-down in the center of the box.

15. Select: Bypass tray, if using the DU4 Duplex Unit with attached Bypass, from the Feed
from drop-down.

Envelope Options x|

Envelope Options  Printing Options |

Printer:  SHARP MX-M450M PCL5e

Feed method
HE
{* Face up ™ Face down

[T Clodowise rotation

Reset |

You have changed Word's default envelope handling
method for this printer,

These changes could be incorrect, Choose Reset to
return to Word defaults.

| QK I Cancel

16. Click: OK button.

Continued on Next Page
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SHARP. ENVELOPE PRINTING

ENVELOPE PRINTING “4”

OR
17. Click: Face up radio button from Feed Method.
18. Click: 2"¥to last icon representing envelope image face-down in the center of the box.

19. Select: Tray “27, if there is no Bypass, from the Feed from drop-down.

Envelope Options x|

Envelope Options  Printing Options |

Printer:  SHARP MX-M450M PCL5e

Feed method
F=] F=] F=]]
{* Face up " Face down

[ Clockwise rotation

Feed from:

S -
Reset |

You have changed Word's default envelope handling
method for this printer.

These changes could be incorrect, Choose Reset to
return to Word defaults.

| QK I Cancel

20. Click: OK button.

Continued on Next Page
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SHARP

ENVELOPE'PRINTING .=
S ENVELOPE PRINTING “3

21. Click: Add to Document in the Envelopes and Labels dialogue window.

Envelopes and Labels |
Ervelopes | Labels |

Delivery address: [ -

Print |
JD Document Enterprise ﬂl—l"‘—dd o Document
Corporate Complex
ME]hWElh, Md 07495 Cancel |
Cptions. .. |
j E-postaqge Propetties. ..
[~ add electronic postage P |:| |
Return address: [F5 I~ Omit . ’
Sharp Electronics Corparation - riew =
1 Sharp Plaza = u

Mahwah, N 07428 bt @
[

Before prinking, insert envelopes in your prinket's Bypass Tray.

22. Click: NO when the pop-up message appears.

Microsoft Office Word x|

\.‘:) Do ol wank ko save the new return address as the default return addresse

Yes Mo |

Continued on Next Page

25 OF 27

Sharp Plaza Mahwah, NJ 07495-
e-mail: sharp-pc@sharpsec.com




SHARP

ENVELOPE'PRINTING .=

ENVELOPE PRINTING “4”

23. Place: Cursor on the return address on the envelope so that it is blinking.

—PBharp Electronics Corporation
1 Sharp Plaza
Watveeah, B 074893

[
JD Document Enterprise
Carporate Complex
Mahwah, NJ 07495

24. Click: File.
25. Select: Page Setup.
26. Select: Letter from the Paper size drop-down.

27. Select: Bypass Tray, if using the Bypass OR Tray “2” if you are not using the Bypass Tray.

28. Click: OK.

NOTE: Before printing, you must first release the fuser pressure.
29. Click: File.

30. Select: Print.

31. Select: Sharp printer you will use to print.

32. Click: OK after completing the Bypass tray Paper Select setup on the MFP.

At the MFP:

1. Add: Envelope(s) in the designated position on the Bypass tray for printing envelopes from
the Bypass Tray.

Continued on Next Page
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Touch: Paper Select on the LCD panel.
Touch: The paper type in the button under Bypass.
Touch: Envelope.

Touch: COM-10.

o o &> W DN

Touch: OK twice. The Bypass is now set up for Envelopes.

OR

7. Add: Envelope(s) in the designated position in Tray “2” for printing envelopes from Tray “2”.

NOTE: The envelope diagram in Tray “2” illustrates how to position the
envelope. The dotted line indicates that the envelope is face-up.

8. Close: Tray “2”. The tray is now set up for Envelopes.

7. Return: Paper Select option to original setup after printing is completed.

Sharp and is a registered trademarks of Sharp Corporation. All other trademarks are the property of their respective
holders. Microsoft Word is a registered trademark of Microsoft Corporation.
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