Add the new printer.
Click the Start button then click on Devices and Printers (it’s on the right panel)

Once open, click Add a printer then select Add a network, wireless or Bluetooth printer
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This is where you can add any printers that are available so your list may be different, but, it should have
an entry for HP LaserJet 400 M401 PCL 6. Click on it and finish adding by clicking Next and Finish.
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You should now see something like below.
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To print an envelope, start MS Word. Set Word to print to the new printer by clicking File / Print

Select the printer from the pull-down box then click the left-arrow to exit.
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Click Mailings on the ribbon then select Envelopes.
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Type in or paste the address you would like to print on the envelope. Click Omit if printing on a
letterhead envelope.
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Click the Options button to bring up the next screen:



Change the Feed method and Feed from to match below. Click the Envelope Options tab.
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Set to Size 10. Click OK.
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Click Print
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The printer will wait for you to walk to it and press the OK button. If it is out of envelopes in Tray 1, put
some more in face up and the top edge on the left side.



