
How to print onto # 10 envelopes
At the Copier, load up to ten envelopes as shown below



At the copier, Program Manual Bypass tray for # 10 envelopes (4 1/8” x 9 ½”)
Touch the “Auto Paper” Button



Touch the Bypass Tray icon



Set the paper Type to “Envelope”



Go to Custom Size and using the up/down and left/right buttons, enter the “X” size to 9 ½ and the “Y” to 4 1/8



Next push the “Size Registration” button and then the 1 XY box to store Size Registration



Press Enter



From computer application – File>Print>chose proper print driver>Properties
Set up tab – set Paper Source to “Manual Feed” and Media Type to “Envelope”



Paper tab – set Original Document size to “Envelope #10” then click “OK” and print

NOTE: After setting up the print driver to run envelops, you can save these settings under “Easy Set” to be recalled when 
needed
Under “Easy Set” click “Save…”



Give this Easy Set an appropriate name such as “Envelopes”
Then Click “Apply” to save these settings

Now when envelopes need to be printed, use the drop down choice in Easy Set.  Other print jobs can be set up as well.


