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Canon ImageRUNNER Advance: Printing Envelopes using the

Mailings feature in Microsoft Word.

Printing envelopes from the Mailings feature in Microsoft Word is a two-step process. First, setting up the
multipurpose tray with envelopes. Second, printing from the Mailings feature in Microsoft Word.

At the Copier

1. Set the envelopes in the bypass or
multipurpose tray.

o For envelopes, close the
flaps, and load the
envelopes so that their flaps
are on the near side

e Adjust the guides to fit
snuggly around the sides of
the envelope.

2. A window opens on the front panel
so the correct paper can be chosen
for the multipurpose tray. Choose
Envelope.

3. Select the envelope size.
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Favorite Paper
Auto Recognize

>
55 Envelope =2
Free Size 2

For example, No. 10 (COM10).

4. Select the loading method, either
Long or Short Edge Feed.

5. Select OK.

1 Custom Size
= Paper Type
> plain 1 (17-20 Ib bond) Change » |l
ok J
<Envelope: Long Edge Feed> b
Select the envelope type. .
Press (2) for loading method. No. 10 (COM10) 1 Nagagata 3
S
‘ — «r 150-C5 Yougatanaga 3
DL
; Short Edge Feed Monarch Custom
X Cancel 0K o
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At the Computer:
1. Open the Mailings feature in Microsoft Word.

File Home Insert Design Layout References

= Il —

2. Select Envelopes from the toolbar. &

Envelopes |Labels Start Mail  Select
Merge - Recipients -

Create Start Mail Merge

3. Inthe Envelope and Label’'s window, enter S —
the delivery address.

o]

4. Select the Options button.
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5. Inthe Options window, on the Envelope

! / Envelope Options [ 9 o
Options tab, select the envelope size. e grors | totngopors
} E;Z:':ze = @18x91/2in) \j

Delivery address

Font.. From feft: |Auto

from fop: |Auto

Return address.

| Font... From left: |Auto

Fromtop: | Auto

6. On the Printing Options tab select Enveope Opons o s
o Feed Method: Short or Long Edge and e

Printer: Canon iR-ADV C5535/5540 PCL6-3RD FLR LAB

which position.

e Select Face Down AEREIE E
e Feed from: Multipurpose Tray. P row O
-
; [
Word recommends feeding envelopes as shown above. |
7. Select OK. T e A 5 e e ot s

8. Select Print.

When prompted by the printer, insert an envelope in your printer's manual feeder.

|[ print ]I [ Add to Document Options... ] [ E-postage Properties... ]

Cancel

Troubleshooting:
Tip #1.:
If there is an error message it may be due to Feper Seiecton ] somepsperiorsipages %
paper type, change the Paper Type under the Paper Source Ao
Paper Source tab in the print driver to Dawe 1
Envelope as shown to the right. Dimecd
(Warning ) (X

I Paper Type: Envelope [75-105 g/m2] Setiings(N)... |

Cannot use the selected paper type with the currently set output
B e
Changing the paper type is recommended
1-sided/2-sided/Booklet Printing:

Tlp #2 1»side%’rinﬁng -
Make sure 1 sided is selected on the Basic Tab

in the print driver. Envelopes won'’t print if 2

sided is selected.
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Canon ImageRUNNER Advance: Set Paper Drawer 2 to Print

Envelopes
Set up a paper drawer to permanently store envelopes:

1.Insert the envelope tool in paper drawer 2.

2. Stock the drawer with envelopes facing up. The
flap should be facing the bottom of the drawer.
Slide the paper guides up close to the sides of
the envelope and close the drawer.

Note: Load 50 envelopes at a time.

3.Select the Settings/Registration button.

. 96) Settings/Registration
4.Select <Preferences> <Paper Settings> ) sewrres

<Paper Settings>.

Select an item ta set.

Top = Paper Seftings
Preferences

Paper Settings = Paper Size Group for Auto Recognition in Drawer

= ASD/STMTE Paper Selection

= Paper Type Management Settings "

£ = Register Favorite Paper (Multi-Purpose Tray)
v
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5.Select the drawer and the type of paper. In this £X) settingsRegistaion

case select, Drawer 2 and Envelope. <Paper Setings>
0 LR 0| st
[gm U ) Custom Size
o7 O ;

= Details of Selected Paper

»[J R Plain 1 (17-20 Ib bond) “r d
0K )
. . %) Settings/Registration
6.Select the type/size of envelopes loaded in the
<Envelope: Short Edge Feed>
papel’ d raWer Attach the envelope feeder to load envelopes.
7.Select OK. |—| ‘.
No. 10 (COM10) Nagagata 3
150-C5 Yougatanaga 3
= "\ DL Kakugaly2 |
4 il
Monarch
X Cancel Settings 0K >
8. If the paper drawer is not set up for envelopes Sl e
first, an error like the one shown here may aber S Grup ot Al RtogRon Dol s ety
occur.
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) Settings/Registration
9. Select Close to close the (?mmm
Settings/Registration window.
Top = Paper Settings
Preferences [N
Paper Settings = Paper Size Group for Auto Recognition in Drawer
= ASISTMIE Paper Selection
= Paper Type Management Settings n
1t = Register Favorite Paper (Multi-Purpose Tray)
v
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