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SET UP AN OUT-OF-OFFICE 
AUTO-REPLY IN OUTLOOK 

 
If you have ever seen an automatic 
“out of office” reply to an email and 
wondered how you can do it in 
Outlook…well, you can’t, at least 
according to Microsoft.  The Out-Of-
Office feature for Outlook requires 
that you have a Windows Server and 
Microsoft Exchange to manage your 
emails.  This is not to say that it can’t 
be done.  Here is a way to emulate the 
Out-Of-Office reply feature in 
Outlook.  It won’t be quite as simple 
as clicking on an Outlook menu item, 
but it’s not very hard either. 
 
The process involves creating an email 
message in Outlook and saving it as an 
Outlook Template.  You then create an 
Outlook rule to automatically reply to 
all incoming emails using the template 
you created.  Lastly, you just check or 
uncheck the rule, to let it run or not 
run (when you don’t want to use it). 
 
The following instructions are for use 
with Outlook 2003, which is the 
version of MS Office that most of my 
clients are using.   
 
Create the template 
 
1. Open Outlook 2003 
2. You must use Outlook as the text 

editor, so do the following: 
a. In Outlook, click Tools, then 

click Options, then click the 
Mail Format tab. 

b. If Use Microsoft Office Word 
2003 to edit e-mail messages” 
is checked, click the box to 
remove the check from the 
box. 

c. Click the OK button 

3. Start a new e-mail message in 
Outlook. 

4. Type the message you want to send 
to use as an automatic reply. 

5. On the File menu, click Save As 
6. Look below the file name field and 

you will see a Save As Type field.  
Click the button the right of the 
field and then click Outlook 
Template to select it. 

7. Type a name for your auto-reply 
template in the File Name field. 

8. Click the OK button. 
 
The file will be saved in the Drafts 
folder, and will also appear in the 
Outbox folder.  This is one of the 
things you will have to get used to – 
always seeing one unsent item in the 
Outbox folder.  If it really annoys you, 
then after you’re done using the 
message (i.e. just returned from being 
away), delete the template message in 
the Outbox.  You can leave it in the 
Drafts folder. 
 
Now create a rule 
 
1. On the Outlook menubar, click 

Tools, then click Rules Wizard 
2. Click the E-mail Rules tab, then 

click the New Rule button 
3. Click Start from a blank rule 
4. Click the Next button 
5. In the Which condition(s) do you 

want to check section, place a 
check by Check messages when 
the arrive, then click the Next 
button 

6. Place a checkmark by Sent Only 
To Me  

7. Click the Next button 
8. In the What do you want to do 

with the message? Area, place a 
check by Reply using a specific 
template.  

9. In Step 2, put in a description of 
the rule, such as “Out-Of-Office” 

10. Then click the underlined phrase a 
specific template  

11. In the next window, click the 
template that you saved – it will 
probably be the only template 
listed. 

12. Click the Open button 

13. Complete the Rules Wizard 
instructions, then click Finish, and 
then click OK. 

 
Now, whenever you receive an email, 
your out-of-office message will 
automatically be sent as a reply.  BUT 
WAIT!  You probably don’t want to 
do it right now.  Here is how to turn 
the rule on and off. 
 
1. Click Tools and then click Rules 

Wizard. 
2. You will see your out-of-office 

rule with a check box to the left of 
the rule.  If there is a check in the 
box, the rule is active and will 
automatically run.  If there is not a 
check in the box, the rule is 
inactive and will not run.  You 
probably want to remove the 
check from the box right now! 

 
Now, whenever you want to use the 
out-of-office auto-reply, here’s what 
you do: 
1. Double-click on the Outbox and 

then double-click on the message 
there – it will not have a subject 
listed. 

2. Edit and save the message, putting 
in the correct info (day & date 
when you will return, etc). 

3. Start up the Rules Wizard and put a 
check in the box by the out-of-
office rule. 

4. When you return from your trip, 
start up the Rules Wizard and 
remove the check from the out-of-
office rule to deactivate it. 

 
If you are using a version of Outlook 
other than 2003, go to 
http://support.microsoft.com/kb/31110
7 for details similar to mine but for 
your version of Outlook.  Disclosure: 
this link is where I found out about the 
process. 
 
 

DO YOU HAVE CHD? 
(Computer Hoarding Disorder) 

 
I’ve coined a new term for computer 
symptoms that I frequently see.  I’m 



calling it Computer Hoarding 
Disorder, or CHD for short. 
 
Here are the symptoms: 
 
• Your computer is running 

noticeably slower than it used to. 
 
• You have a bazillion little icons in 

the System Tray (the bar at the far 
right of the Taskbar at the very 
bottom of your screen. 

 
• You click on the START button, 

and then ALL PROGRAMS (or 
PROGRAMS) and see a lot of 
programs that you haven’t used in 
over a year. 

 
The first step is to uninstall any 
programs that you haven’t used in a 
long time, downloaded just to try but 
forgot to uninstall, or perhaps were 
shovelware (aka crapware) that came 
with the computer when you bought it. 
 
Here is how to uninstall a program. 
 
In Windows XP or 2000,  
 
1. Click Start, click Control Panel, 

and then double-click Add or 
Remove Programs. 

 
2. In the Currently installed programs 

box, click the program that you 
want to remove, and then click 
Remove. 

 
3. If you are prompted to confirm the 

removal of the program, click Yes. 
 
In Windows Vista or Windows 7   
 
1. Open Programs and Features by 

clicking the Start button , 
clicking Control Panel, clicking 
Programs, and then clicking 
Programs and Features. 

 
2.  Select a program, and then click 

Uninstall. If you are prompted for 
an administrator password or 
confirmation, type the password or 
provide confirmation. 

 
Next, remove autostart programs 
 
Look at what programs are 
automatically starting when you start 
up Windows, and stop those that you 
feel are unnecessary.  The easiest way 

is to use StartupCPL, which you can 
download from 
http://www.mlin.net/StartupCPL.shtml  
Download the Standalone EXE 
Version and save it to your desktop. 
 
Double-click on StartupCPL to run the 
program, which will list all programs 
that autostart with Windows.  Any that 
you know you don’t need can be 
stopped by unchecking the box to the 
left of the item.  If you don’t know 
what something is, go to 
www.sysinfo.org and look it up.  
Around 90% of the time (my guess) 
sysinfo.org will not only tell you about 
the startup program, but will also have 
a recommendation about whether the 
program is necessary, deletion is 
recommended, or they just don’t 
know. 
 
Any unchecked programs will not 
automatically start next time that 
Windows starts.  The program is not 
uninstalled, just told to not run when 
Windows starts.  You can always 
change your mind, put a check back in 
the box, and it will autostart with your 
next reboot. 
 
 

RECLAIM YOU REAL ESTATE 
 
How many toolbars do you have on 
your internet browser?  How many of 
them do you actually use? 
 
I’ve frequently seen Internet Explorer 
and Firefox loaded with so many 
toolbars that they take up the top half 
of the screen, leaving a very little 
space to actually view the websites.  
On some computers with smaller 
monitors set to what are now 
considered low resolutions, such as 
1024x768, the effect is even more 
pronounced – and annoying. 
 
Here are 2 fixes – one a quick fix and 
the other a better, but not quite as 
quick, fix. 
 
To see more of the website display 
area in Firefox, Internet Explorer, or 
Google Chrome, press the <F11> key.  
This will toggle the browser into full-
screen mode.  Since it’s a toggle, 
each time you press the <F11> key, it 
will change the view back and forth 
between normal for full-screen mode. 
 

Sometimes <F11> doesn’t work, or 
works different, if your keyboard has 
any special key assignments.  If so, 
then go up to the menubar at the top 
and click on View and then click on 
Full-screen mode. 
 
In Full-screen mode, most of the menu 
& toolbars at the top will disappear.  
By putting your mouse arrow at the 
top of the screen, some of the menubar 
will be displayed.  If your <F11> key 
doesn’t put you into full-screen mode, 
then the way to get out of full-screen 
mode will be to put your mouse at the 
top of the screen to display the basic 
menubar, and then click the Restore 
Down button – the middle of the 3 
buttons at the upper right of the 
window. 
 
The other way is to just get rid of the 
toolbars.  Look at the toolbars and 
write down their names.  Two that I 
particularly dislike are the ASK and 
MY WEBSEARCH toolbars.  Also, 
you might have both the GOOGLE 
and YAHOO toolbars.  In any case, 
you probably don’t use more than one 
of the toolbars, if you even use one.   
 
To remove toolbars, follow the 
instructions for uninstalling a program 
that are in the Do You Have CHD 
article in this newsletter.  Using these 
instructions, uninstall each of the 
toolbars you don’t really need or use. 
 
 
This newsletter is a service to clients of Coastal 
Computer Care.  Please remember us when you 
need professional computer support or tutoring.  
If you are not currently a client but wish to 
receive this free newsletter, send me a request 
via email and I’ll be happy add you to the 
distribution list 
 
Disclaimer:  Coastal Computer Care presents 
information in this newsletter as a courtesy.  
The recommendations are made in good faith 
and are believed to be reliable and safe. CCC 
cannot, however, foresee every possibility and 
assumes no responsibility for any problems that 
may be encountered as a consequence of the 
recommendations.  Always backup your 
computer and make sure that System Restore is 
set to On. 


