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เรามารู้จกักบัไฟล ์PDF กนันะครับวา่มนัคืออะไร ? 
  ในโลกยคุดิจิทลั หลายส่ิงหลายอยา่งไดถู้กแปรเปล่ียนใหเ้ป็นอิเลก็ทรอนิกส์ จากหนงัสือท่ีถืออ่าน

กนัอยา่งคุน้เคยในรูปกระดาษกไ็ดก้ลายเป็นส่ืออิเลก็ทรอนิกส์กนัมากข้ึน ส่ิงท่ีเราเคยเรียกวา่ 
“book” “paper” “document” กลายเป็น “e-book” “e-
paper” และ “e-document” โดยเฉพาะอยา่งยิง่เอกสารท่ีมีใหอ่้านหรือ 
download กนัผา่นเวบ็นั้น ปัจจุบนัพบวา่นิยมจดัท าเป็นไฟลแ์บบ PDF บนเวบ็ไซต์
แทบทุกแห่งจะพบมีไอคอน PDF ท่ีเป็นสญัลกัษณ์บ่งบอกใหรู้้วา่ไฟลน์ั้นตอ้งเปิดดว้ย 
Adobe Reader ซ่ึงเป็นโปรแกรมท่ีเราสามารถ download มาใชไ้ดฟ้รี
ส าหรับผูอ่้านท่ีไม่ค่อยรู้จกัคุน้เคยกบั PDF บทความน้ีจะช่วยใหท่้านรู้จกักบั PDF มากยิง่ข้ึน 
ท่านจะไดค้น้พบค าตอบส าหรับค าถามท่ีวา่ ท าไมตอ้งท าเอกสารเป็นเป็น e-document 
แบบ PDF? 

 

 เอกสาร PDF (Portable Document Format) เป็นเอกสาร e-Book 
(Electronics Book) รูปแบบหน่ึง ท่ีไดรั้บความนิยมอยา่งสูงในปัจจุบนั โดยเฉพาะ
การน าเสนอผา่น WWW โดยเป็นรูปแบบของเอกสารท่ีพฒันาโดย 
http://www.adobe.com 



Acrobat Pro Version? 

9 10 11 



Using Acrobat 9 Pro 

 Edit text in a PDF document 

 Edit images in PDF files 

 Delete , Extract and Insert pages into PDF documents 

 Create PDF files in Acrobat 

 Attaching a Document File 

 Protect PDF Files with Passwords and Permissions 

 PDF Optimizer options 

 PDF Forms 

 What’s new in Acrobat XI 



1. Edit text in a PDF document 

 How can I edit or change the text in my PDF file? 



1.Edit text in a PDF document 
1 

2 
Click Edit Text  

Click TouchUp Text Tool 

3 

Change the contents in 

a text box. 

select the text to delete 

press DELETE 

press ENTER to space 

the text  



1.Edit text in a PDF document 

1 

2 Click Insert Text 

or Edit Text  

Click Text Box Tool 

3 
Change Text box Properties 

select Style=No Border,  

Mark Properties Default  

and Click OK  



1.Edit text in a PDF document 

1 2 

Choose View > 

Toolbars > Properties 

Bar (shortcut = Ctrl + E) 

Highlight (i.e., left click 

and drag across the 

text) you would like to 

change the size, color, 

font.  

3 

Set the color, alignment, and 

font attributes for the text 



2.Edit images in PDF files 

 How can I edit or change the images in my PDF 

file? 



2.Edit images in PDF files 

1 

Click TouchUp Object Tool 

Click the corner handles to resize 

the image or Move and you can 

also press the Delete key to Delete 

and Command+Z or Ctrl+Z to get it 

back, to undo.  

2 



2.Edit images in PDF files 

1 

Right-click/Control-click the 

page with the TouchUp Object 

tool and choose Place Image 

from the shortcut menu. 

In the Open dialog box, locate 

and select the file 

2   



3. Delete, Extract and Insert pages 

into PDF documents 

 If you have unneeded pages within your PDF, you can easily delete 

them. 

 Acrobat gives you three choices once you have selected the 

pages you would like to extract. You may delete the extracted 

pages, save them as separate PDF files, or use them to create one 

PDF file.  

 You can insert the original PDF pages with new PDF pages from 

another document 



3.1 Deleting Pages 

1 

From the Document menu, 

select Delete Pages... 

The Delete Pages dialog box 

appears. 

2 

In the From text box, type the 

number of the first page in the 

range of pages you want to 

delete  

In the To text box, type the 

number of the last page in the 

range of pages you want to 

delete 

3 

4 Click OK 



3.1 Deleting Pages 

1 On the left side of the screen, in 

the Navigation pane, click PAGES 

2 Press and hold [Ctrl] while 

selecting the page(s) you wish 

to delete 

From the Document menu, 

select Delete Pages... 

The Delete Pages dialog box 

appears. 

3 

4 Click OK 



 Once pages have been extracted, they will appear in a new 

Acrobat window. 

3.2 Extracting Pages 

1 
From the Document menu, 

select Extract Pages... 

The Extract Pages dialog box 

appears. 

In the From text box, type the 

number of the first page in the 

range of pages you want to 

extract  

2 

In the To text box, type the 

number of the last page in the 

range of pages you want to 

extract 

3 

Select Delete Pages After Extracting 

4 

5 

Click OK 



 Extracting Pages: Creating Separate PDFs 

3.2 Extracting Pages 

1 

From the Document menu, select Extract Pages... 

The Extract Pages dialog box appears. 

In the From text box, type the 

number of the first page in the 

range of pages you want to 

extract  

2 

In the To text box, type the 

number of the last page in the 

range of pages you want to 

extract 

3 

Select Extract Pages As Separate Files 

4 
5 

Click OK The Browse For 

Folder dialog box 

appears. 

6 

Select the Destination 

Folder you wish to store 

the newly created PDF 

files in  

7 
Click OK 



 Extracting Pages: Creating One PDF 

3.2 Extracting Pages 

1 

From the Document menu, select Extract Pages... 

The Extract Pages dialog box appears. 

In the From text box, type the 

number of the first page in the 

range of pages you want to 

extract  

2 

In the To text box, type the 

number of the last page in the 

range of pages you want to 

extract 

3 

4 

5 

Click OK The Browse For 

Folder dialog box 

appears. 

From the File menu, 

select Save 

The Save As dialog box 

appears.  



3.3 Insert pages into PDF documents 

1 From the Document menu, select Insert Pages » From File... 

The Select File To Insert dialog box appears.  

• Acrobat allows you to insert one PDF file into another PDF file.  

Using the Look in pull-down 

list, locate and select the 

file to be inserted  2 

Click SELECT 

The Insert Pages dialog 

box appears. 

3 

Under Page, select First, 

Last, or Page 

4 

Click OK 

The page(s) has been inserted into 

the PDF file at the specified location 

5 



3.3 Insert pages into PDF documents 

1 
select Insert Pages » From File... 

The Select File To Insert dialog box appears.  

• Acrobat allows you to insert one PDF file into another PDF file.  

Using the Look in pull-down 

list, locate and select the 

file to be inserted  2 

Click SELECT 

The Insert Pages dialog 

box appears. 

3 

Under Page, select First, 

Last, or Page 

4 

Click OK 

The page(s) has been inserted into 

the PDF file at the specified location 

5 



4. Create PDF files in Acrobat 
 From the File menu, select Create PDF » From File...OR On the Basic 

toolbar, click the CREATE button         » PDF From File... The Open 

dialog box appears. 

1 

Navigate to and select the 

file you wish to convert to a 

PDF 

2 



4. Working with Markups 
 Using the Show Tool 

 If the Comment & Markup toolbar is not visible, from the View menu, 

select Toolbars » Comment & Markup. 

1 

On the Comment & Markup 

toolbar, click                 » 

select the desired option 

2 



4. Working with Markups 
 Modifying Markup Properties  

1 

Right click the markup icon 

you wish to modify » select 

Properties... 

The Properties dialog box for 

the markup you selected 

appears.  

• To change the color of 

the markup 

• To change general 

information about the 

markup,   

2 



5. Attaching a Document File  
 From the Tools menu, select Comment & Markup » Attach a File as a 

Comment The cursor becomes a thumbtack. 

1 

Click anywhere on the PDF 

file that you would like to 

attach the file 

The Add Attachment dialog 

box appears. 

2 
• Click SELECT 

• The File Attachment Properties dialog box 

appears. 

• On the Appearance tab, in the Icon list, 

select the type of icon you would like your 

attachment to appear as 



6.Protect PDF Files with Passwords 

and Permissions 

 Acrobat helps you protect sensitive information in PDFs by applying 

passwords and file permissions to control how people can use your 

files. 



6.Protect PDF Files with Passwords 

and Permissions 

1 

Click security on the PDF file that you would 

like to Protect PDF  

select Security >> Manage Security Policies 

1 



6.Protect PDF Files with Passwords 

and Permissions 

3 

Click Use Password 

>> Next > 



6.Protect PDF Files with Passwords 

and Permissions 

4 

In text box Policy 

Name,  

Description 

5 

Check Save password with the policy 



6.Protect PDF Files with Passwords 

and Permissions 

6 

Check Restrict editing 

and print document 

7 

In Change Permissions Password :xrihes, 

Printing Allowed: select Low Resolution (150 

dpi), 

Changes Allowed : None 



6.Protect PDF Files with Passwords 

and Permissions 

8 

Finish 



6.Protect PDF Files with Passwords 

and Permissions 

9 

Use Security Policies click 

Apply to Document 



7. PDF Optimizer options 
 Use the options from the panels in the PDF Optimizer dialog box to 

reduce the size of a PDF. 

1 

Open the PDF Optimizer 

dialog box Advance > PDF 

Optimized 



7. PDF Optimizer options 
 Use the options from the panels in the PDF Optimizer dialog box to 

reduce the size of a PDF. 

2 

The Images panel of the 

PDF Optimizer lets you set 

options for color, grayscale, 

and monochrome image 

compression, and image 

downsampling. (100dpi) 



7. PDF Optimizer options 
 Use the options from the panels in the PDF Optimizer dialog box to 

reduce the size of a PDF. 

3 

Click Audit space usage for 

check results optimize 



8. PDF Forms: Working with Text 

Fields  



What is Acrobat XI? 

Adobe Acrobat XI Pro 11.0.1 : เป็นโปรแกรมท่ีเนน้การแกไ้ขเอกสาร 
PDF ท่ีง่ายกวา่เดิม สามารถคลิกแลว้ลากพวกขอ้ความหรือรูปภาพภายในเอกสารได ้และ
สามารถปรับหมุนภาพ ขยายหรือลดขนาดของภาพ เพ่ิม Links สร้าง Form ส าหรับ
กรอกบนเวบ็ หรือแมแ้ต่แกไ้ขตารางได ้และเม่ือคุณแกไ้ขพารากราฟของขอ้ความ มนัจะปัด
ขอ้ความใหเ้องสามารถท างานร่วมกบั Microsoft Office 365, 

Acrobat.com และ SharePoint โดยเฉพาะอนัท่ีเจ๋งๆ คือคุณสามารถ 
Export ไฟลจ์าก PDF ใหเ้ป็นไฟล ์Powerpoint, Word หรือ Excel 

ไดดี้กวา่เดิม และเพ่ือนของคุณสามารถแกไ้ขเอกสารดงักล่าวได ้หากลง Acrobat XI 


