
Printing envelopes on Sharp MX series MFPs

Note:  Although these instructions show how to print envelopes using the following models: MX-C311/401, MX-B401,  
MX-2600/3100, MX-4101/4100/5001, MX-M363/453/503, the steps are similar enough for the majority of Sharp models.



2

Setting Up The Bypass Tray For Envelopes

1.  If the Bypass Tray is set to Envelope, the machine is ready to be printed to (skip to page 4).

2.  To set the Bypass Tray to Envelope, click the System Settings (Custom Settings on older models). 

Should be set 
to Envelope
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3. Click Paper Tray Settings

4. Click Tray Settings

5. Scroll down to the Bypass Tray

6. Click Change.

7.    Scroll down to “Envelope”

8. Select the Size

9. Click OK
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To print an Envelope from Microsoft Word

Click Tools > Letters and Mailings > Envelopes and Labels.  

Enter the Delivery and Return Addresses. Click Print .

Click to setup envelope size, 
orientation & paper feed tray

(see next page)

MS Word 2007 Instructions

Proper Feed        orientation
3244 South 300 West

Salt Lake City,  Utah 84115

http://office.microsoft.com/en-us/word-help/create-and-print-a-single-envelope-HP010078591.aspx
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Verify Printer

Select Bypass Tray

Tray 2 Envelope Printing
(Click if required by your model)

Verify Size

Envelope Options Tab Printing Options Tab

* Adjust if necessary 

*  If the placement of the Delivery or Return address 
need to be adjusted, click the proper up/down arrow.

http://www.kb.lesolson.com/InstantKB20/KnowledgebaseArticle50008.aspx
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Envelope Tips

COM - 10: (4 1/8 inches by 9 1/2 inches). Business or letter-size envelope.
Monarch:  (3 7/8 inches by 7 1/2 inches). Used with executive letterhead.
DL, C5: European sizes.


