1
—_——
—_——

IKONICA MINOLTA

Printing on Envelopesfrom PC’s

Make & Models:

Konica Minolta bizhub: All A3/11x17. Doesnot apply to Letter/Legal (A4) models.

‘ ?/ What's It Do?

The Mailings Wizard (or Envelope Wizard) in MSWord isdesigned for small desktop printers,
and doesnot work well on full size copiers. Ushg MSWord’sbuilt in envelope wizard will result
in heavy wrinkling of your envelope, sealed envelopes, and frequent jamming.

Use the stepsbelow to reliably print envelopesof any size on your Konica Minolta bizhub.

Sep 1: One-time envelope template setup in MSWord or MSPublisher.

In Page Setup/Page Layout choose yourenvelope size. If unsure how to do this, see the reverse of thischeat sheet

for step by step instructions.

Set up your margins, logo, return address, etc. asyou want them to appear and save thisblank template in an

easy to find spot on your computer for future use.

1)

2)

3)

4)

5)

Step 2: Printing

Click FHle, Print (or Ctrl P) to open the print
dialogue box. Click Properties Printer
Properties/ Printing Preferencesto open
the printer driver.

BASIC Tab: Match the Original Sze and
Orientation to your envelope desgn.

(Should already be detected if you have selected a
standard envelope size like Envelope Com 10).

Fom the Paper Type menu select
Envelope. NOTE Leave the Paper Tray
selection on AUTO.

Click OKand send to print.
At the Device

When prompted, load the envelopeswith
the print sde down, and the flap on top,
pointing towardsyou. ( See below).
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Tips & Tricks

The Bypass Tray will hold up to 10 envelopes at a time.

Make sure to run your hands overthe envelopes before feeding them to squeeze out
asmuch air as possible.

All copiers have limitson the thicknessof paperthat can feed through and print
Properly. Envelopes are 3layersof paper! Thick, craft paperenvelopes (like those for
invitationsand cards) may be too thick to feed through properly. General purpose
office envelopeswill work best.

If you wish to pre-print yourlogo on window envelopes, make sure to purchase ones
designed for copiersand/orlaser printers. Most are not, and the plastic window will
melt when going through the fuser of your device.

*Note: On large iSeries multi-function devices up to 70 envelopes can be runin Tray 1. *Refer to the
document: "Loading Envelopes in Tray 1 on iSeries" for loading instructions.
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Designing Envelope Templates

1) Click onthe Page Layout
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Tips & Tricks — Measurement System (cm vs. inches)

Sometimeswhen installing Windowsand/or MSOffice in Canada the measurement system willautomatically be set to
centimeters, even though allpaperin Canada ismeasured in incheslike in the USA. If the custom paper sizesare showing in
centimetersuse the stepsbelow to change the settings in Word so asto have the proper settingswhen printing.

In Word click on Fle, then in the blue menu along the left sde select Options(at the bottom of the list). Click on Advanced,
then scroll down the list of options until you find the Display section. Fom the “Show Measurements In Units Of” menu select

Inches. Click OKto save the settings.




