Adding a little marker to your comments in Microsoft
Word
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This is a trick I learned while participating in a document review meeting. Before the meeting
each reviewer reads the document and adds comments. All the reviewers and the document
author get together, and during the meeting, we go through each comment, discuss it, and
come to a conclusion. The results are recorded at the end of the comment under headings like
“DISCUSSION”, “RECOMMEND”, or “CONSIDER”.

Bob Smith 2 hours ago

When should a developer use a Widget to solve a problem, and when should they use a
Doodad? The choice is not clear.

— DISCUSSION: Widgets are when there is a choice between two options. Doodads are when
there is a decision that can have multiple answers.

— RECOMMEND: Add guidance.

The meeting leader deftly entered the — character into the document without needing to pull
down any menus. And this wasn’t the big, bulky arrow you get when you do the ->
autocorrect.

The meeting leader explained, “I just hit the key. In a comment, it enters an arrow. I
discovered this by accident many years ago. I have no idea if this is a bug or a feature, but it
still works!”
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