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'7O­;V%R=&)@M;*HI;N

N;U17K$«4UH*3 $0*0D;N.N7` vN>«,3`;«;Hw

YA;U1H3«;H',;MH8@L;.,3LU;+;S*HC%R=$L'bNbRU4 vSTKS)

SD;N>«.;NV>QN;,3LU;+;S*HC%R=$L'bNbRU4%TA.`;*3 vS,L`.)



$N6ą-T;TR>«S8*H

o «;H«D;TN)W-N*CM;*HI;NL>ą.̀7)­;E;&LU %R=
­;E;->.«sE %R=xTH6- «;Hc`@`7)

o ­;E;%11XSML>ą.&LU%R=->.«sE

o «;H',1'7M«;HV3MVC.;NcNR>«EO=*A;.f )@,U$'H6Ą-.M6- 
v«;Hc`@.;N Tab, Paragraph, Indentation $2ăN*@Nw

o «;HLD;.;N«>1*;H;. $`AN «;H%«H«*;H;.§ «;H',1'7M
*;H;.§ «;H0>)$H4U.\@-M8R «;H'D;N,O $2ăN*@N

o «;H%1A. Section $V6Ą-',1'7M Header & Footer %R=
%N,«H=);E

o «;H',1'7M$R\TN@;

o ',;MTM;U\-.«;HV3MVC.;N)@,U Style

o ',;MTM;U\-.«;HV3MVC.;N)@,U Style

o «;H«D;TN)H82%11$-«S;H)@,U Style ( T>,c0SD;'>K\-..;N
V3MVCU7')303L>R

o «;HSH@;.S;H1>K$N6ą-T;0;« Style (Table of Content)

o «;HcSA'D;-J31;U­;V x *;H;.

o «;HcSA metadata cT@«>1%W@M$-«S;H)303L>R $V3ĄM2H=S3LJ3­;V
«;HS61'@N

o «;H1>NL5«&WRC%11Y>.W-N*C

o «;HSA.--«$2ăN PDF/A %R@,&)@ Bookmark ->*bNM>*30;««;H
V3MVC$-«S;H)@,U



­;E;&LU ::: 2>KT;cTKAL4Ą*@-.HOH.'C*A-&2

º'7OH8@0>« ::: Thai Encoding %R@,TH6-U>.

ºANSI, TIS-620, Windows-874, UTF-8
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$-«S;H
%U««>N$«d1 &MA$2ăNH=11

0>)$\@;%W@M$-«S;H

0>)$«d1
$\@;H=110>)$«d1

$«d1$\@;*8@$-«S;H

Drive / Folder / Sub-Folder
Directory

«;H0>)$«d1$-«S;H



'7O1H3T;H0>)«;HbWR$)-HC-UA;.&H

M>«0=$«d1L7«-UA;.&,@cN
bWR$)-HC Documents ???ϼ





«;H0>)«;HbWR$)-HCL4Ą',HLD;





$T*7XR «;HTR4«$R4ĄU.c̀@$'H6Ą-.TM;U Underscore
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6̀Ą-TN@;$-«S;H--N&RNC

ºNamespace | Wiki

ºPagename

ºAlias

ºPermalink

ºXR«H=L1*A-«;HND; URL M;-@;.-3.

ÅùÔËîÛ ...
http̈ xxth:wikipedia:orgxwikix¹E0%B8%97%E0%B8%B8%E0
%B9%80%E0%B8%A3%E0%B8%B5%E0%B8%A2%E0%B8%99

http̈ xxth:wikipedia:orgxwiki/ØùÿäöãÚ
ìäøî



ңҭҴҩҶҙҤҴҧҳҤҾҌҷҤ҉ӁҭңӤ ңҭҴҩҶҙҤҴҧҳҤҿҭӤ҉ҿҥ҃ӁқҬӤҩқҢһңҶҢҴ̓҄ү҉
ҝҥҲҾҙҪӂҙҤ ӀҖҤӁҌӥҌҹӆүҗҴңҊҳ҉ҭҩҳҖҾҝӅқҿҭӤ҉ҿҥ҃ ҾҝӅқҪһқҤӨ҃ҧҴ҉
Ҵ҃ҥҪҸ҃ҫҴ҄ү҉ҢҴ̓Ҿҭқҹү җҳӇ҉үҤһӤҙҷӆҗӋҴҜҧҬҺҾҙҠ үӋҴҾҢүҾңҹү҉
ҾҌҷҤ҉ӁҭңӤ Ҋҳ҉ҭҩҳҖҾҌҷҤ҉ӁҭңӤ

ҿҭҧӤ҉҄ӥүңһҧ:
http://th.wikipedia.org/wiki/ ңҭҴҩҶҙҤҴҧҳҤҾҌҷҤ҉ӁҭңӤ Ҿ҄ӥҴҘҸ҉
ҩҳқҙҷӆ 5 ҾңҫҴҤқ 2553

https://th.wikipedia.org/wiki/%E0%B8%A1%E0%B8%AB%E0%B8%B2%E0%B8%A7%E0%B8%
B4%E0%B8%97%E0%B8%A2%E0%B8%B2%E0%B8%A5%E0%B8%B1%E0%B8%A2%E0%B9%
80%E0%B8%8A%E0%B8%B5%E0%B8%A2%E0%B8%87%E0%B9%83%E0%B8%AB%E0%B8%
A1%E0%B9%88



6̀Ą-bWR$)-HC%R=%W@M$-«S;H

oM>«c`@­;E;&LU

oM>«0=M4`A-.,A;.

oM>«M4->«\H=V3$+EXSM

o&MAS6Ą-',;MTM;UϼÖòèîã¬óÈĀà­âÿîÂëóä
ØöćĂË­áóêóăØãĀæñ
äòÛë¬ÈØóÈîöÿâæ





«;H*>ą.̀6Ą-bWR$)-HC%R=̀6Ą-%W@M$-«S;H

o c`@6̀Ą-L4Ą2H=«-1)@,U*>,->«EH a | z, 0 | 9 M4',;MTM;U¬5.$N6ą-T;\-.$-«S;HL4Ą0>)$«d1
o T@;Mc`@­;E;&LU

o ->«\H=V3$+E '6-$'H6Ą-.TM;U hyphen -
o TR4«$R4ĄU.«;H$';=$,@N,HH' %R=/TH6-->«\H=V3$+E-6ĄNf

o «HO4*>ą.̀6Ą-%W@M$-«S;H cT@ND;TN@;)@,U*>,$R\,>NL4ĄSH@;./%«@&\/$XU%VHA$-«S;H cNH82%11 yyyymmdd 
(b)U yyyy '6-24 '.+.)

o EX :  20240726-digital.docx
o EX :  20240726-digital-v1.docx



«;H*>ą.̀6Ą-bWR$)-HC%R=̀6Ą-%W@M$-«S;H

o ĂÚèòÚÿÕöãèÂòÚìóÂâöÂóäĀÂ­ăÃÿîÂëóäìæóãÅäòĈÈ Ăì­äñÛùÖòèÿæÃäù¬ÚÃîÈÂóäĀÂ­ăÃ
Ö¬îØ­óã ÿË¬Ú
o 20150613-digital-standard-1.odp
o 20110613-digital-standard-2.odp

o ìóÂâöÂóäĀÂ­ăÃÿîÂëóäĂÚèòÚ×òÕăÜ Ăì­ÂČóìÚÕËøćîĀà­âÿîÂëóäĂìâ¬āÕãĂË­èòÚØöćØöć
ĀÂ­ăÃ
o 20150614-digital-standard.odp



M;*HI;NL4Ą',HV30;HO;

º 6̀Ą-bWR$)-HCx%W@M$-«S;H
º«;HSH@;.$-«S;H.;NV3MVC
º«;HSH@;.$-«S;H PDF
º«;HSH@;.S6Ą-ND;$SN-
º­;V)303L>R
º«;HSH@;.$-«S;H$,d1
ºS6Ą-M>R*3M4$)4U)303L>R
ºH=110>)$«d1x'R>.$-«S;H



W-N*CcN2H=$L+&LU

o2>KT;L4ĄXA;NM;
o«;Hc̀@W-N*CL4ĄTR;«TR;U&MAM4M;*HI;NcN$-«S;HL;.H;̀«;H

o«;Hc̀@M;*HI;NW-N*C\-.1H3E>L$-«̀NL4ĄX8«\;)R3\S3LJ3Ĉ\-.H=112"31>*3.;N LD;cT@0D;«>)S3LJ3Ĉ
*A;.f L4Ą0=M4M;*HI;N$-«S;H$2ăN$SH4 &MA\5ąN«>1H=112"31>*3«;Hc)f

o2>KT;$H6Ą-.«;HW@-.H@-.R=$M3)R3\S3LJ3ĈW-N*C

o%N,L;.%«@&\
oH>I1;R&LU2H=«;+c`@ £W-N*CM;*HI;NH;`«;H&LU¤





«;H*>ą.'A;TNA,U,>)L4Ąc̀@.;N

º'R3«L4Ą$MN8 File , Option

º'R3«$R6-« Advanced

º'R3«TNA,U,>)L4Ąc̀@ $aăN*3$M*H §
N3ą, TH6- -6ĄNf $2ăN*@N

º$V6Ą-cT@$TM;=SM«>1.;NS;H1HHO 
TH6-.;N-6ĄNf L4ĄM4«;H«D;TN)
TNA,U,>) &MA$TM6-N«>1$'H6Ą-.L4Ą
LA;Nc`@



*>ą.'A;TN@;«H=);E$2ăN A4



*>ą.'A;$H3ĄM*@NcT>«>1W-N*CL4Ąc̀@.;N vDeafult Font)



W-N*C&LU

ºAngsanaUPC

ºCordiaUPC

ºAngsanaNEW

ºTH Sarabun PSK

ºTH Sarabun NEW

º%*A*>,N4ąT@;Mc̀@ TH Sarabun ITl

28

&MA',Hc`@



27AM Enter



2H>1$2R4ĄUN,3J4V3MVC.;N

º*>)'D; O *D;%TNA.L4Ą*@-.«;H b)U
º$';=`A-.,A;.&2$H6Ą-Uf 0N«,A;0=*>)'D;

º«)27AM ïEnter>

º«)27AM ïShift><Enter>

º\5ąNTN@;cTMA O *D;%TNA.L4Ą*@-.«;H
º«)27AM ïEnter> &2$H6Ą-Uf0N\5ąNTN@;cTMA

º«)27AM ïCtrl><Enter>

ϼ

ϼ
ϼ



«;Hc`@$'H6Ą-.M6- 
SD;TH>1.;NV3MVC
->*bNM>*3

Tab

Paragraph

SH@;.'-R>MNCcN$-«S;H«;HLD;.;N

%1A. Section cN$-«S;H



«;H*>ą.'A; Tab $V6Ą-«;HV3MVC.;NL4Ą'7O­;V

*>,',1'7M%Ld1%11̀3)a@;U

*>,',1'7M%Ld1%110>)«5Ą.«R;.

*>,',1'7M%Ld1%11`3)\,;

*>,',1'7M%Ld1L+N3UM c̀@',1'7M«;HV3MVC*>,$R\L4ĄM407)L+N3UM



«;H*>ą.'A; Spacing cT@*H.«>1.;N



*;H;.$2H4U1$L4U1«;H
*>ą.'A;$M6Ą-V3MVC)@,U
$'H6Ą-.V3MVC)4)«>1
b2H%«HMcN$'H6Ą-.
'-MV3,$*-HC



SH@;.&WRCTN>.S6-­;UN-« 







c`@$'H6Ą-.M6- Tab 
&MA&)@c`@$'H6Ą-.M6- Tab0=
$';=$-.*;ML4Ą*@-.«;H 



«;H%1A.TN@;)@,U Section

º',1'7M«;H%S).TN@;\-.%*AR= page

º',1'7M Header & footer cT@%S).%*«*A;.«>N &MA*@-.%U«&WRC

º',1'7M$R\TN@;cT@%S).*;ML4Ą*@-.«;H 

TN@;L4Ą 1 TN@;L4Ą 2 TN@;L4Ą 5TN@;L4Ą 3 TN@;L4Ą 4

Section 1 Section 2 Section 3



%1A.TN@;)@,U Section Breaks



'D;S>Ą. Section

ºLayout, Breaks, 
Next page



«;HcSA$R\TN@; cNSA,N\-. Hearder

$-«S;H
%N,*>ą.

$-«S;H
%N,*>ą. $-«S;H%N,N-N$-«S;H%N,*>ą.

Section 1

Section 2
Section 3



«;HcSA$R\TN@;

1 2
3

4

Section 1

Section 2
Section 3



«D;TN)$R\TN@;L4Ą*@-.«;H Insert, Page Numberù



Y5«2"31>*3

º'D;¬;M *@-.«D;TN) «4Ą Section ??

&MA%S).
$R\TN@;

%S).$R\
TN@; 1

%S).$R\
TN@; 2

%S).$R\
TN@; 10

%S).$R\
TN@; 20

%S).$R\
TN@; 21



TN@;2«'D;ND;S;H1>K1LL4Ą 1 $N6ą-T; $N6ą-T;

1LL4Ą 2 $N6ą-T; 1LL4Ą 3 $N6ą-T; 1HHO;N7«HM­;'XN,«



TN@;2«'D;ND;S;H1>K1LL4Ą 1 $N6ą-T; $N6ą-T;

1LL4Ą 2 $N6ą-T; 1LL4Ą 3 $N6ą-T;
1HHO;N7«H
M

­;'XN,«

%S).$R\TN@; 1 %S).$R\TN@; 2 %S).$R\TN@; 3&MA%S).$R\TN@;&MA%S).$R\TN@;&MA%S).$R\TN@;

%S).$R\TN@; 4 %S).$R\TN@; 5 %S).$R\TN@; 6 %S).$R\TN@; 7 &MA%S).$R\TN@;&MA%S).$R\TN@;

Section 1

Section 2

Section 2

Section 3



TN@;2«'D;ND;S;H1>K1LL4Ą 1 $N6ą-T; $N6ą-T;

1LL4Ą 2 $N6ą-T; 1LL4Ą 3 $N6ą-T;
1HHO;N7«H
M

­;'XN,«

&MA%S).$R\TN@;%S).$R\TN@; 2 %S).$R\TN@; 3&MA%S).$R\TN@;&MA%S).$R\TN@;&MA%S).$R\TN@;

&MA%S).$R\TN@;%S).$R\TN@; 5 &MA%S).$R\TN@;%S).$R\TN@; 7 &MA%S).$R\TN@;&MA%S).$R\TN@;

'D;¬;M :*@-.c`@ Section L>ą.TM)«4Ą Section

2 3

5 7



Style T>,c0.;NV3MVC

Heading 1

Heading 2Heading 2Heading 2



Style and Template

º«;H',1'7M$N6ą-T;$-«S;H)@,U$'H6Ą-.M6- 
Style and Formatting

º«;HV3MVCT>,\@-->*bNM>*3)@,UM7MM-. 
Outline

º«;H',1'7MT>,\@-->*bNM>*3)@,UM7MM-. 
Navigation Pane

º«;HLD;S;H1>KT>,\@-->*bNM>*3 
vTOC: Table of Content)

º«;HH,M$-«S;H%R=$̀6Ą-MbU.\@-M8R )@,U'D;S>Ą. 
Master Document

º«;HLD;S;H1>KH82­;V S;H1>K*;H;. 
%11->*bNM>*3

º«;HLD;)>`N4'D; vIndex)

º«;HLD;$`3.-HH¬ vFootnote)

º«;HLD;-@;.-3.bU. vCross-Reference)

º\@-M8RL;.1HHO;N7«HMx-@;.-3.



2H=bU`NC\-.«;HV3MVC.;N)@,U Style

º&MA*@-.0)0D;H82%11W-N*C%R=\N;)

º%«@&\H82%11W-N*C&)@.A;U

ºSH@;.S;H1>K&)@-UA;.->*bNM>*3

º&)@ Bookmark ->*bNM>*3SD;TH>1&WRC PDF

ºSA.--«\@-M8R&2L4Ąb2H%«HM-6ĄNf &)@L>NL4 $̀AN PowerPoint

ºSN>1SN7N«;HLD;.;N\-. Digital library $`AN Greenstone 





ÂóäÞòÈàîÚÖ° (EmbededFont)

º'R3«27AM Save 

º$R6-«'D;S>Ą. Tools, Save Optionsù



SA.--«$-«S;H$2ăN PDF/A

º$V6Ą-.;N0)TM;U$T*7 

º$V6Ą-«;H%S).XR\-.W-N*CL4Ą
$TM6-N*@N[1>1

º«;HY>Ą.W-N*CcT@«>1 PDF



H82%11\-. Style

ºHeading 1  - TH Sarabun New 22 pt *>,TN;

ºHeading 2 - TH Sarabun New 20 pt *>,TN; 

ºHeading 3  - TH Sarabun New 18 pt *>,TN;

ºNormal     - TH Sarabun New 16 pt *>,JHHM);

ºTitle - TH Sarabun New 16 pt *>,TN;

ºCaption  - TH Sarabun New 16 pt *>,$-4U.

º$2ăN*@N



2H=«;+'O=«HHM«;HJ7H«HHML;.-3$Rd«LH-N3«SC $H6Ą-.TR>«$«O^C%R=,3J4«;HcN«;H0>)LD;
TH6-%2R.$-«S;H%R=\@-',;McT@-U8AcNH82\-.\@-M8R-3$Rd«LH-N3«SC V:+: °³³±

ºĴŅĨĶģŅĬĕńŘĬĨŗŜŅĽŜŅľĶńĭėĺŅĴĸŃŏŀňĵħĕŀĚĳŅıȮ&Resolution)

ºĳŅıĸŅĵŏĽƟĬȮľĶŊŀĳŅıĕŅĺħŜŅȮŀĵƞŅĚĬƟŀĵȮ/3.ȮěŋħĨƞŀĬŇŘĺȮ&dot 
per inch ľĶŊŀȮdpi)
ºĳŅıĽňŏĪŅȮŀĵƞŅĚĬƟŀĵȮ0..ěŋħĨƞŀĬŇŘĺ
ºĳŅıĽňȮŀĵƞŅĚĬƟŀĵȮ1..ěŋħĨƞŀĬŇŘĺ
ºĳŅıĽŜŅľĶńĭĚŅĬŏĺŖĭȮŀĵƞŅĚĬƟŀĵȮ50ěŋħĨƞŀĬŇŘĺ

ºĴŅĨĶģŅĬĕńŘĬĨŗŜŅĽŜŅľĶńĭėĺŅĴĸŃŏŀňĵħĕŀĚĽňȮ
&Bit Depth) 
ºĳŅıĕŅĺ+ħŜŅȮĴňėƞŅėĺŅĴĸŃŏŀňĵħĕŀĚĽňŏĪƞŅĔńĭȮ/ȮĭŇĨȮ&bit)
ºĳŅıĽňŏĪŅȮ&grayscale) ĴňėƞŅėĺŅĴĸŃŏŀňĵħĕŀĚĽňŏĪƞŅĔńĭȮ6ĭŇĨ
ºĳŅıĽňȮĴňėƞŅėĺŅĴĸŃŏŀňĵħĕŀĚĽňŏĪƞŅĔńĭȮ02ĭŇĨ

ºĴŅĨĶģŅĬĕńŘĬĨŗŜŅĽŜŅľĶńĭĔŅĶŐĮĸĚĽńĠĠŅĦŀĬŅĸŖŀĔŏĮƦĬĽńĠĠŅĬ

ħŇěŇĪńĸȮ
ºŒĬĔĶĦňĪňŗĕƟŀėĺŅĴŏĮƦĬŏĽňĵĚĨƟŀĚĴňŀńĨĶŅĽŋƞĴĕƟŀĴŌĸĽńĠĠŅĦŏĽňĵĚĕńŘĬĨŗŜŅĪňŗȮ22,/Ȯ

ĔŇőĸŏŁŇĶĨĞ&kHz) ŐĸŃěŜŅĬĺĬĕŀĚĕƟŀĴŌĸĽńĠĠŅĦŏĽňĵĚĪňŗĽŋƞĴĕńŘĬĨŗŜŅĪňŗȮ/4ĭŇĨ

ºĨƟŀĚĴňĔŅĶĭńĬĪŉĔȮMetadata ĪňŗŐĽħĚĽŅĶŃĽŜŅėńĠ
ºĝŊŗŀŏĶŊŗŀĚ

ºľńĺŏĶŊŗŀĚ

ºĨƟĬĜĭńĭ-ŐľĸƞĚĪňŗĴŅ-ĕŀĭŏĕĨ

ºĽŇĪīŇŒĬĔŅĶŒľƟŒĝƟĚŅĬ

ºįŌƟĽĶƟŅĚĽĶĶėƢȮįŌƟĴňĽƞĺĬĶƞĺĴ

ºĺńĬŏħŊŀĬĮƖĪňŗĽĶƟŅĚȮŐĔƟœĕȮ

º,,,
56



Metadata
º҆ӥқҭҴҾү҃ҬҴҥӂҖӥҤҴ҃Ҋҳ҉

ºҙӋҴӂҭң҆ӥқҭҴҢҴҠӂңӤӂҖӥ

ºҾҬҷҤ҉̓ ӥқҭҴӂҖӥӂҭң Metadata '6-'D;*-1



«;HcSA Metadata cT@«>1%W@M$-«S;H)303L>R

º%S).',;M$2ăN$0@;\-.$-«S;H

º$V3ĄM2H=S3LJ3­;V«;HS61'@N$-«S;H

ºSA.\@-M8RcT@«>1a-W*C%,HCxH=11$V6Ą-2H=«-1«;Hc`@.;NxS61'@N

º$2ăN\@-M8RcT@«>1 Search Engine *A;.f 

º«;H$XU%VHAcNH=11-3N$L-HC$Nd* $2ăN&2-UA;.H,)$Hd,

º«;Hc`@2H=«-1«;H,3$'H;=TCx2H=M,RXR


