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Printing Envelopes - Fixing Unusual Characters

Kevin Tran - 2026-06-01 - Desktop Computing and Printing

How to Fix Characters Appearing as “?’s” in Microsoft Office Word.

1. Open “Mailings”

File Home Insert Design Layout References| Mailings | Review View Help Acrobat
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Envelopes Labels Start Mail Select Merge to
Merge ~ Recipients ~ s 5 Adobe PDF

Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish Acrobat

2.  Press “Envelops”

File Home Insert Design Layout References Mailings Review View Help Acrobat
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E‘ Merge to

Envelopes Labels | Start Mail Select
Merge ~ Recipients~ B Adabe PDF

Create Start Mail Merge Write & Insert Fields Preview Results Finish Acrobat

3. Press “Options”


https://comsupport.fau.edu/focus-win
https://comsupport.fau.edu/focus-win/kb
https://comsupport.fau.edu/focus-win/kb/desktop-computing-and-printing-1
https://comsupport.fau.edu/focus-win/kb/articles/error-printing-envelopes
https://comsupport.fau.edu/focus-win/kb/desktop-computing-and-printing-1

Envelopes and Labels

4.

Envelopes  Labels

Delivery address:

[] Add electronic postage
Beturn address: [: - C] Omit

Preview

Feed

Eefore printing, insert envelopes into the following printer tray: Auto.

Frint Add to Document

Dptions..

E-postage Properties...

Select “Font” under Delivery Address

Cancel
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Envelopes Envelope Cptions ? X

Delivery addrt +¢eiope Options | Printing Options

Envelope size:

Size 10 [41/8x91/2in -
Delivery address
Eant... I From left: |Auto =
From top: |Auto =

[] Add electr

Return addrel Return address

Font... From left: |Auto

= d
From top: | &uto =
Preview
EBefore printin
Print trties. .,

5. Select “Advanced”




Envelope Address ? >

Font: Fant style: Size:
+Headings Regular 12

a
Abadi | Italic
Abadi Extralight Bold
Abel Bold Italic
Abril Fatface
Font color Underline style: Underline color:
Automatic e [none] w Automatic £
Effects
[ strikethrough [] small caps
[:I Double strikethrough [:] All caps
[:I Superscript [:] Hidden
[] subseript
Preview

Aptos Display

This is the heading theme font. The current document theme defines which font will be used.

Set As Default  Text Effects... Cancel

6. Under Ligatures, select “Standard and Contextual” then hit “OK”



Envelope Address

Font Advanced

Character Spacing

Scale: 1005 v

spacing: | Mormal ~| By 5
Position: |Maormal By o
ﬂﬁerning for fonts: |1 + | Points and above

OpenType Features

I Standard and Contextual
MNone

Ligatures:

Mumber spacing:

Mumber forms:

Histnrical and Discretionary
All

Stylistic sets:

C] Use Contextual Alternates

Preview

Aptos Display

This is the heading theme font, The current document theme defines which font will be used.

Set As Default Text Effects...

7.  After selecting “OK” you are able to print envelops without strange characters.

Cancel




