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LOG INTO WORDPRESS

Visit the Login page

http://intermountaineyecare.net/wp-admin/

Enter your Username and Password

Username

Password

(] Remember Me Log In

NOTE: Additional usernames can be set up through Wordpress and specific roles can be
assigned. It is a good practice to set up new User accounts for anyone accessing the site, as
Wordpress will track who last edited a page. This is good to know if there will be multiple

people using the site.
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THE WORDPRESS DASHBOARD

The Wordpress Dashboard page lists the main sections of the site that can

be maintained. There are also many plug-ins and additions that we have made to allow the site to work. We
ask that you stay away from the sections that are not listed below, as those are the sections that control the
“under the hood” code and could interrupt the site installation.

& Dashboard The sections used to maintain the site are:

POSTS — Where the “What's New"” posts are managed.
Home

MEDIA — Serves as a reference library for all graphics and files that are

Updates {4 )
uploaded to the site.

Posts PAGES — This section is where the Pages are located and maintained.

Media COMMENTS — This is where comments on posts can be monitored and
maintained (if the site had comments turned on).

Pages
CONTACT — Where the settings for the appointment and contact form are

Comments (75

Contact

Appearance
Plugins (1
Users

Tools
Settings

Custom Fields

SEO

EFS Settings

Options

managed.

APPEARANCE — This is where the site menus are managed. The menus section
allows you to add and remove pages from the navigation of the site.

PLUGINS — Plugins are the “under the hood” elements that add functionality to
the site. We ask that you do not update these without our help.

USERS — This is where you can set administrative logins for the site.

TOOLS, SETTINGS, & CUSTOM FIELDS — More “under the hood” settings for
the site functionality.

SEO — The settings that allow the site to communicate with search engines.
EFS SETTINGS — More “under the hood” settings for the site functionality.

OPTIONS — This is where you can manage the contact information,
testimonials, and location information.
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ADMINISTRATION TASK BAR

When you are logged into Wordpress, the formatting bar will be available as you navigate the site. This is
the easiest way to make quick edits to a Page. Shown below is the Wordpress site administration task bar,
which will allow you to click the “Edit Page” link to make a quick edit to the specific page you are on.

Intermountain Eye Clinic Customize 1 76 Edit Page SEO Delete Cache Howdy, admin .

} Eye Centers
‘\!f’ i.nzl““."" i i OPEN MONDAY TO FRIDAY 8 AM to 5 PM

Eye Care Consultants (2] SEND US AN EMAIL

HOME SERVICES FINANCIAL ABOUT WHAT'S NEW RESOURCES CONTACT

ERINGYQUIR WORLE LINTQ

Intermountain Eye €enters have been serving the ireasure

Valley foraver 240 years-With five locations in Boise, Eagle,
Meridian and Nampa we are the the largest multi-specialty eye-
care clinic in ldaho. Our goalis to provide you and your family

with the most compassionate and comprehensive eye care.

Request an appointment ©

LASIK  CATARACTS GLAUCOMA  RETINA  PRIMARY EYE CARE OPTICAL  CONTACT LENSES

Maybe it’s time for LASIK

Laser vision correction can be an exciting change and lead to improvements in your
quality of life. Whether you are on the go or spending time at your desk, the convenience
of LASIK can make a difference in your day. And consider this: LASIK is a one-time cost,
compared to the lifelong expense of replacing contact lenses and eyeglasses.
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EDITING PAGE CONTENT

We will use the “About Us” page as an example to show how an edit can be easily made.

1. The first step is to click the “Edit Page” button. Or, in the WP Dashboard, click pages, then locate “About”
page (you may also use the search functionality within WP to find any page with a specific name).

Intermountain Eye Clinic Customize 1 76 Edit Page SEQ Delete Cache Howdy, ad|
- o ) N’
@ ) Eye Centers
V-ﬂ‘ Physicians, Surgeons and OPEN MONDAY TO FRIDAY 8 AM to 5 PM
Eye Care Consultants. [ SEND US AN EMAIL

HOME SERVICES FINANCIAL ABOUT WHAT'S NEW RESOURCES CONTACT

We have the Treasure Valley covered

Intermountain Eye Centers have five locations in Boise, Eagle, Meridian and Nampa. We are the

Office hours at all locations are

Monday through Friday from 8 a.m.
largest multi-specialty eye-care clinic in Idaho, and we've been serving the eye-care needs of the g .

i 8 to 5 p.m. At each location, there is a
Treasure Valley for more than 40 years. Our physicians and staff are comprised of the most )
experienced and best-trained eye-care professionals in the area. All of our physicians and surgeons complete optical shop for any
are board certified and many are fellowship trained. In addition, all of our ophthalmic staff receives requirement you may have with

up-to-date training and certification. Many of our physicians are involved in research and training of your glasses or contacts.

other physicians and health care professionals. Our goal is to provide our patients with the most
compassionate and comprehensive eye care.

. : To request an appointment, click
Our services include: o ER

here to use our online form or call

* LASIK » Primary eye care (208) 373-1200.
= Cataracts « Optical

« Glaucoma « Contact lenses

= Retina = Cornea

The physicians and surgeons at Intermountain Eye Centers are on staff at Eagle Eye Surgery and
Laser Center, St. Alphonsus Regional Medical Center, St. Luke’s Regional Medical Center, Mercy

2. Once you are in the WP admin, you will see the page content and any custom sections we have added
for the page.
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EDITING PAGE CONTENT (CONTINUED)

3. Here you can add content, format the text, photos, and links.

4. Once you have made the changes you would like, you may “Preview” the changes, or click “Update” for
them to go live. When working on a new Page or Post, you may also save the page as a “Draft” so you can edit it
later before publishing it.

Intermountain Eye Clinic New ViewPage SEO Delete Cache Howdy, admin | |
Screen Options Help
Dashboard Edit Page Add New
Posts | Yoast SEO has been updated to version 3.0.7. Click here to find out what's new!
Media
W Pages | We've updated our SEQ score algorithm. Click here to recalculate the SEO scares for all posts and pages.
All Pages

About Publish N

Permalink: http//intermountaineyecare.net/about/ Edit Preview Changes

Comments (76

¢ Status: Published Edit

o
Contact 41 Add Media visual  Text
- - - @ Visibility: Public Edit
B I #» i = ¢ — = = = & b
Plugins @ Headingi + U = A @ 0 = 1) Revisions: 12 Browse
I M ® @ m p=3 [iifl Published on: Dec 6, 2015 @ 20:40
Isers Edit

ook D Move to Trash -
— We have the Treasure Valley covered

Custom Fields
Intermountain Eye Centers have five locations in Boise, Eagle, Meridian and Nampa. We are the largest multi-specialty eye-care clinic in Idaho, and Page Attributes

we've been serving the eye-care needs of the Treasure Valley for more than 40 years. Our physicians and staff are comprised of the most experienced

SEO
and best-trained eye-care professionals in the area. All of our physicians and surgeons are board certified and many are fellowship trained. In Parent
EFS Settings addition, all of our ophthalmic staff receives up-to-date training and certification. Many of our physicians are involved in research and training of {na parent) .
¥
Options other physicians and health care professionals. Our goal is to provide our patients with the most compassionate and comprehensive eye care.
Template

Our services include:
Full Width (No Sidebar) #

[efsrow] F—
[efscolumn lg="6" md="6" smoff="0" mdoff="0" lgoff="0" ]
0
* LASIK

= Cataracts
+ Glaucoma

+ Retina

Meed help? Use the Help tab in the upper
right of your screen.

[/efscolumn] Featured Image a

[efscolumn lg="6" md="6" smoff="0" mdoff="0" lgoff="0" ]

+ Primary eye care
+_Optical

h

Last edited by admin on lanuarv 13. 2016 at 2:37 om

natiun-admi nhn

WV

See the section on “Short Codes”
to learn how to add columns to
text on the page.
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FORMATTING TEXT

The Wordpress formatting bar is easy to use in formatting text using the various CSS styles that have
been programmed into the site code. This is how we can maintain consistency in text formatting

throughout the site.

BOLD STRIKE THROUGH

NUMBERS

ITALIC BULLETS

QUOTE INDENT

TEXT ALIGNMENT
LINKS

|
—  1— - = _—| | =]
B I e = é: K — = = = 69 fﬁ E
paragraph v U = Av @ Q Q & =
| | | | |
| |
UNDERLINE PASTE AS TEXT
TEXT FORMATTING
TEXT COLOR INDENT

Text Formatting

The CSS code of the website is what controls the attributes of the text formatting. Following is a list of
the styles available for site content. The site’s CSS code controls the typeface, size, and color. In order
for changes to be made, a programmer is required to make an edit to the CSS code for the site.

Heading 1 1.

Heading 2 .
Heading 3 :
Heading 4 6.
Paragraph Text

« Bullet point 7.

+ Bullet point
« Bullet point

L. Numbered list
2. Mumbered list
3. Numbered list

Heading 1 — Large Heading Title for Homepage or
Call-Outs

Heading 2 — Section Heading Title

Heading 3 — Text Heading Title

Heading 4 — Text Heading Title

Intro Paragraph — Bolded paragraph headings

Paragraph — This is the format for main text used
throughout the pages on the site. You may also
use bold or italic and create hyper-links with

any text.

Bullets Points
Numbered Lists
Note: When copying from Microsoft Word, make sure to click the

“T" icon with the clipboard, then paste your text
to strip out any ugly formatting that Microsoft includes.



WORDPRESS TRAINING MANUAL

CREATING A LINK

You may create a hypertext link to any text on a page, including links within the site, to external pages,
or even to a PDF file that has been uploaded to the Media Library. This option is great to use if you want a
customer to download a special event menu PDF.

ﬁ 1. To create a link, highlight the text you’d like to link and click the link button in the formatting bar.

Insert/edit link x
2. When the link button is clicked, you Enter the destination URL
will see a pop-up window that will :
. URL | http://
allow you to set the link address and
link settings. Add the URL that the link Tile
should go to. Note: If the link is an () Open link in a new window/tab
external link, click the “Open link in a Or link to existing content ¥
new window” check box to ensure the
viewer doesn’t leave the website. Cancel

3. Click “Add Link.”

NOTE: You may also create email links by entering “mailto:” and the email address.
Example = mailto:info@intermountaineyecenter.net

URL  http://mcusports.com/content/uplos ADD A PDF F”_E LlNK

Title Gift-Cards
Caption In order to create a link to a PDF file on the site, we must
first upload the PDF file to the Media Library. To move

g the file to the web server, click on “Add New” in the

AL Media Gallery. Once you drop and drag the file to upload
Description it, you will be given a “File URL.” This URL is the location
of the PDF file on the web server. In order to link it to a
PDF file, simply copy this URL and enter it in the

iy “Insert/Edit Link” field.
Uploaded To  Gift Card

NOTE: Always choose the check box to “Open link in new
window” for a PDF file, as it’s not always intuitive to click
the back button in a web browser.
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INSERTING A PHOTO INTO A PAGE

1. To insert a photo in a post/page, we will want the photo to be saved as web resolution (72 DPI).

Once the image is resized, place your cursor in the content area where you would like the image

to appear. Click the “Add Media” button to upload the image and select it. Once you upload the
image, you will see the screen shown below. Choose the image you want to insert, and click the

“Insert Into Page” button.

04 Add Media

Insert Media
Create Gallery

Featured Image

Insert from URL

Insert Media
Upload Files ~ Media Library

Al media items Al dates

EEINEN D
E 28 8 B

Patient-
m,_Child.pdf

farm-b.pdf m_Adult.pdf Form:for-Child.pdf

1 selected

-~

ATIC I W e al

NS (TR

2 B

New-Patient-
Paperwork.pdf

=8

Patient-
Information-
Form-for-
Adult.pdf

=

Patient-Financial-
Policy.pdf

Privacy-Notice.pdf

ATTACHMENT DETAILS
3 lasik jpg
December 6, 2015
A 2048
ER K 361%338
o 1 EditImage
. Delete Permanentiy
__\
hitp://intermountaineyecar
Tide | Lasik
Caption
-
Alt Text
Description

ATTACHMENT DISPLAY SETTINGS
Alignment | None #
LinkTo | None

Size | FullSize-361x338 4

Insert Into page

3. You can choose to have the
text wrap around the photo by
clicking on the photo after you
have added it to the content
area and clicking on the Pencil
icon when you hover over the
photo. Here you can edit the
size and alignment.

Image Details

Caption

Alternative Text  Lasik

DISPLAY SETTING:

Algn | Left | Cener | Right

Size | Custom size

Width (px)  Height (%)

0 x 280

LinkTo  Nene

ADVANCED OPTIONS v

<
= P
~AAo e ¢
S .

oo

Edit Original | Replace
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CREATING A NEW PAGE

1.  You will need to start by clicking Add New under the pages section of Page Attributes -
the Dashboard.
Parent
2. You will also need to assign a “Page Template.” You have two choices you
u ” . (no parent) j
can choose from, “One Column and Two Column.” A two column page will

require a sidebar, which can be picked in the pull down directly under the Order
template pull down.

Publish A
3. If you want your page to be a subpage under a certain section of the website, ;
you will need to select a “Parent” page. Note: A subpage will also need to be Preview Changes
added to the navigation. This is discussed at the bottom of this page. 9 status: Published Edit
4. Now you can add content and media to the page. You can also have a @ Visibility: Public Edit
featured image above the text. As soon as you are happy with the Page click
“Publish” and your page will be saved to the website. You may also click O Revisions: 19 Browse i

Preview” to see how the page will look without publishing it. B4 published on: Oct 30, 2015 @ 15:27

. . Edit
5. If you want to create a page and not have it posted to the website =
immediately. You can save it as a “Draft.” Just click the “Edit” section under
“Status.” [:] Move to Trash
ADDING YOUR NEW PAGE TO THE NAVIGATION O
Once you have created your new page and published it to the website re"”iff"‘t"l"ih . s T
you then need to add the page to the navigation. : e ¢ ¢
Home Page
1. Start by choosing “Appearance” then “Menus” in the . .
Dashboard sidebar. e !
LASIK sub item Page ¥
2. Choose which menu you’d like to edit. You can choose between the e L
Header and Footer navigation. :
Glaucoma sub ftem Page ¥
3. You will see a section labeled “Pages” on the left side, you will want et -
to check the box next to the page you just created and click “Add to
Menu." Primary Eye Care sub item Page ¥
Contact Le|
4. After you have added the new Page to the menu it will appear at the Pages .
bottom of the Menu Structure area. Click and drag the page wherever Opcalsu
you want it to appear in the navigation. If your page is indented that e
means it will show up in a drop down menu under the corresponding .
parent page. Click “Save Menu” About Most Recent | View All  Search
Our Provid Schedule an Appointment
Privacy Policy
Kaenon
Select a menu to edi:  Nav (The Main Menu)} § | Select | O Create a new menu. Rudy Project
Ray Ban Sunglasses
Maui Jirn
Glaucoma

Risk factors of glaucoma

Select All Add to Menu
10
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SIDEBARS

The Sidebars of each Page can be managed in the area called “Sidebar.” This area allows you to manage the specific areas
that may be a list of physicians, callout area, or other sidebar element.

Sidebar
Content ‘!:I Add Media
B I ==& - = =& 8= HEB
Paragraph ¥+ U = A v @ ¢ O ¥ = e o
EmEweguEWN=EBEET E@=0mw=5H-=F%5
PROUD TO BE A PARTNER OF SHARED VISION
Intermountain Eye Centers care about giving back. Partnering with Shared Vision allows us to do our part in making
] sure that everyone has the opportunity to have access to vision care.
P
Box Color Blue N
Content O3 Add Media
B I = = Z & — == =2 8=
Paragraph ¥+ U = A v @ ¢ O ¥ = e o
[F rem = @ o4 m B Ho— 92 TH B » & @ o= Aom - = H .~ =

The sidebar element can be rearranged by dropping and dragging them. Or, you can add or delete new sidebar areas to each
page by clicking “Add Sidebar.”

11
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MENUS

We give you the ability to add a new Page to the site and control where it shows up in the navigation system. The Appearance
> Menus section is as easy as adding the new page that has been Published, and dragging the page to where we want it to
appear on the site.

Intermountain Eye Clinic 1 New SEO Delete Cache

Dashboard Menus Manage in Customizer
I Edit Menus Manage Locations
Media

Pages Select amenu to edit:  Nav (The Main Menu) % | Select = or create a new menu.

Comments

Contact
Pages A Menu Name  Nav

M Appearance

Most Recent  View All  Search Menu Structure

L Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional con|
Customize Schedule an Appointment
Wideets Privacy Polic
Widgets <y Y P Page v
Menus Kaenon
- Rudy Project
Editor .
Page
Ray Ban Sunglasses SEICES &
Plugins (1 Maui Jim
Glaucoma LASIK sub item Page ¥
Users
Risk factors of glaucoma
Tools select Al Add to Menu Cataracts sub item Page ¥
Settings
Glaucoma sub item Page ¥
Custom Fields Posts v
SEO Custom Links - Retina sub item Page v
EFS Settings Categories v Primary Eye Care sub item Page v

Options

12
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PROVIDERS

1. Each provider is a Page on the site that is managed under the Pages Page Attributes .
section. You can edit the information for a provider by editing each
Page. Parent
Providers B
2. To add a new provider, click “Add New” in the Pages section, and
complete the fields for that provider. Be sure to choose a Parent Page femplate
Attribute of “Providers” for the page to be correctly formatted. Full Width (No Sidebar) 3

Order
3. The “Order” field controls the sort order of the providers. To change the

order, simple rearrange the numbers on each provider page. !

Need help? Use the Help tab in the upper
right of your screen.

4. The provider details is where you can manage the photo, phone number,
button text, and PDF file for their CV.

Provider Image

Provider Phone

(208) 888-0005

Yellow Button Text

View resume

Yellow Button File
T\, Fethke-CV
]

Name: Fethke-CV. pdf
Size: 66 kB

13
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SHORT CODES

The website has special functionality built in called “short codes.” These allow you to build fancy
buttons as calls to action, toggles for the sections that open on click to reveal content, and columns for
layouts that require this type of layout. It is our goal to give our clients the ability to “design” the page
to meet the content needs.

Shown below is the “helper” menu for short codes. This menu ensures that you can enter short codes
with the click of a button.

E & s @ @ m

TOGGLES BUTTONS COLUMNS

BUTTONS

We have developed a shortcode for buttons to ensure you have
the ability to add them throughout the site. You may change the Request an appointment
size (small, medium, large), title, and link for each button.

[efsbutton style="" size="large" color_class="secondary" type="link" target="false" title="Request an appointment" link="/schedule-appointment,/"]

14
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TOGGLES

We've given the ability to add, edit, and delete the toggles or accordions on the site. The shortcode
helper will write the code for you. To build a toggle, click the icon on the shortcode toolbar. This will
generate the code that can be customized.

Give the toggles a class of “standards.” This will ensure the toggles take on the look and feel we want
for the site.

To edit the content for the toggle title, edit what is between the quote marks for the title.

To edit the content within the toggle, change the content that is between the brackets. This is what is
revealed when the toggle is clicked.

FAQs

Can blindness due to glaucoma be prevented?

What are the symptoms of glaucoma?

What are the symptoms of early acute angle closure glaucoma?

How does glaucoma affect the eye?

® ® ® o

[efstoggles class="standard"]

[efstoggle title="Accordion number 1"|Toggle 1 content goes here.[/efstoggle]
[efstoggle title="Accordion number 2"|Toggle 2 content goes here.[/efstoggle]
[efstoggle title="Accordion number 3" |Toggle 3 content goes here.[/efstoggle]
[efstoggle title="Accordion number 4" |Toggle 4 content goes here.[ /efstoggle]
[/efstoggles]

15
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COLUMNS

We also give the ability to structure the columns on a page. This is important for the responsive
nature of the site, as it allows us to ensure that the columns align in a single column for mobile

phones.

This is the text in column This is the text in column This is the text in column
one. This is the text in column two. This is the text in column three. This is the text in

one. This is the text in column two. This is the text in column column three. This is the text
one. This is the text in column two. This is the text in column in column three. This is the
one. This is the text in column two. This is the text in column text in column three. This is
one. This is the text in column two. This is the text in column the text in column three. This
one. This is the text in column two. This is the text in column is the text in column

one. This is the text in column two. This is the text in column three. This is the textin

one. two. column three. This is the text

in column three.
[efsrow]

[efscolumn lg="4" md="4" smoff="0" mdotf="0" lgoff="0" ]
This is the text in column one.

[/efscolumn]

[efscolumn lg="4" md="4" smoff="0" mdoff="0" lgoff="0" ]
This is the text in column two.

[/efscolumn]

[efscolumn lg="4" md="4" smoff="0" mdotf="0" lgoff="0" ]
This is the text in column three.

[/efscolumn]

[/efsrow]

16
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Under the “Options” section of the Dashboard you can edit the locations, blog header image, social
media accounts (should you choose to add them), and footer images. When you are finished making
edits to the information, be sure to click the “Save Options” button.

Interrountain Eye Clinic 1 76

Dashboard 0 ptiOnS

Posts
Locations

Media

Location Title
Pages
Comments (g Location Address

Contact

Appearance

Plugins (1

Users

Tools

Location Phone

Settings

Custom Felds
Lat

SEO
Long
EFS Settings
£} Options Location Title

Location Address

Location Phone

Lat

Lang

Mew SEQ Delete Cache

BOISE, Saint Alphensus Campus

999 Morth Curtis, Suite 205
Boise, 1D 83706

{208) 373-1200

4361371585

-116.2543057

DOWNTOWN BOISE

251 East Front Street, Suite 110
Boise, 1D 83702

{208) 342-2706

£3.6086015

-116.1856172

17
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PHOTO SIZES

Your website has multiple photos throughout it and many of them are different sizes. Below is a chart that has
all of the correct photo sizes you will need.

NOTE: The organization will need our help to
create the images for the Homepage, as we have
a Photoshop template built for this area.

Full-Width Photos 2000 x 610 pixels

Sub-Page Photos 1870 x 370 pixels

Dior

Provider Photos 357 x 445 Logos 221 x 159

18
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WORDPRESS SEO BY YOAST

The “Wordpress SEO by Yoast” plug-in allows us to manage page titles, meta descriptions, and page titles
for each page of the site. As we are not specialist in SEO, we install this plug-in for the experts to handle
this as necessary. The SEO Title is the page title and should be descriptive of each page and include any
keywords that should be searchable. The Meta Description is the descriptive text that shows up under each
search result in Google. The Snippet Preview simulates what the result will look like in search engines after
the site has been crawled by the bots and spiders of popular search engines.

Yoast SEQ

18

¢ Services - Intermountain Eye Clinic

< @ intermountaineyecare.net/services
Our mission is to serve you The mission of Intermountain Eye Centers is to provide the
highest quality eye care available anywhere. Our physicians are train

Content: ® .. |+

Snippet Editor [©)

@

Focus Keyword

Content Analysis  (2)
s ~ @ No focus keyword was set for this page. If you do not set a focus keyword, no score can be calculated.

@ The text contains 157 words, this is below the 300 word recommended minimum. Add more useful content on this topic for
readers.

@® No meta description has been specified, search engines will display copy from the page instead.

@® The copy scores 47.8 in the Flesch Reading Ease test, which is considered difficult to read. Try to make shorter sentences,
using less difficult words to improve readability.

@ The page title contains 36 characters, which is less than the recommended minimum of 40 characters. Use the space to add
keyword variations or create compelling call-to-action copy.
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