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Nham muc dich phé bién tai liéu trén Internet mot cach dé dang va nhéat quan, tranh dudc van dé
truc tric cua viéc chua cé tiéu chuan chung dé dung tiéng Viét trén mang Internet, nhiéu cd quan,
doan thé da quyét dinh dang cac bai viét bang tiéng Viét véi mét trong hai dang chd VPS va VNI
hay Unicode dudi dang HTML. Ngoai ra trén Internet ban thudng thay c6 nhing ¢é quan cla
chinh phu Lién Bang hay Tiéu Bang clia Hoa Ky hay nhiing Hoi doan da yét thi nhiing mau ddn
(ch&ng han nhu cac mau an chi khai thué, mau xin sd théng hanh, v.v..) hay nhiing bai viét rat
hiu ich bang nhing hd sé dudi mét dang khac hdn la TEXT hay HTML. Nhing két ndi ban thay

trén www cé hang chu PDF file , hay hinh tudng (icon) nhu sau déy1:

né dudc dung dé hudng dan ban dén hd sé dudc dung dudi dang PDF (Portable Document
Format files). H6 s3 dang PDF 1a nhiling ban sao tu ban géc, da dudc san xuét badng chudng trinh
dién toan Adobe Acrobat Program’, chudng trinh nay can cé d& chuyén dél cac hd sé 6 dudl cac
dang khac nhau thi dy nhu 6 dang “doc file” khi ban dung Microsoft Word, hay dang wpd file khi
ban dung WordPerfect dé danh may van ban géc cta ban.

1. Doc Bai Viét Chuyén Nganh Bang Viét Ngi Dudi Dang PDF Trén Internet

Nhiéu hd sd cua cac cé quan, doan thé ciing da dugdc chuyén sang dang PDF dé bat cu doc gia
nao truy cap vao Trang nha (Home page) clia ho, néu trong may ctia ban da cé chudng trinh
mién phi Adobe Acrobat Reader' (go! tit Ia Acrobat Reader), doc gia co thé doc tai liéu loai nay,
in N6 trén gidy hodc chuyén tai ca hd sé vao may rdi chuyén tiép qua hé théng thu dién td dudi
dang "hd sd dinh kém" rat dé dang, khdng sd bi mat vai doan trong hd sd khi chuyén tai, va nhat
la ban khéng can phai c6 sén cac dang chi Viét (fonts VNI, VPS, v.v..) rdi lai phai chuyén déi
font chd Viét (configure fonts) cliia web browser (Netscape hay Internet Explorer) trén may nhu
déi véi hd sé dang HTML hay TEXT. Tuy nhién néu ban muén chuyén déi dang hd sé sang PDF
thi phai diing chudng trinh Adobe Acrobat, hodc ban chi mudn doc hd s dang PDF ma théi thi
ban can phai c6 chudng trinh Acrobat Reader dé doc hd sé PDF nay. Chi c6 chudng trinh
Acrobat Reader nay dudc chuyén tai mién phi ti website clia cong ty Adobe ma thdi, cdn chudng
trinh Adobe Acrobat phai mua.

Pham chat cla tai liéu dudc in trén gidy tuy thudc vao hé thng may dién toan va may in cla ban.
N6 ciing c6 thé dung dé dién cac mau don dudc lam dudi dang PDF va ndp don tryc tuyén.

2. Chudng trinh Adobe Acrobat la gi?:

Trudc tién, muén chuyén déi ho sé ti dang “doc file” hay “wpd file” sang dang PDF file, ban can
phai mua chudng trinh gol 1a Adobe Acrobat Program, t6i duiing version 4.0, trén thij truéng da
thdy ban version 5.0. Ban c6 thé vao website clia cdng ty nay mua online dudc. Gia khoang do
$250.00, néu ban lam viéc trong nganh gido duc, ban cé thé dudc hudng gia ré mét nla danh cho
gidi giao chuc. Day la dia chi URL cuia cong ty Adobe : http://www.adobe.com|

Chudng trinh nay giup cho ngudi san xuat ra van ban géc viét bang tiéng nuéc ngoai 1an vdl tiéng
Anh, chang han nhu ban dung tiéng Viét (quéc ngd, 1an chd Ném), tiéng Trung Hoa, Dai Han,
Nhat Ban, v.v. cung trén mét van ban, néu ban gui cho ngudl khac doc ma ho khéng cé céac fonts
chd nay san trén may cua ho, thi ho sé khéng thé doc dudc vi cac chl dé sé hién ra nhd la cac
ASCII codes dung dé viét chudng trinh dién toan, bdi thé ban can phai mua chudng trinh Adobe
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Acrobat nay dé lam viéc chuyén dél hd sé d dang “doc file hay wpd file” da dung ca tiéng Viét
(v3i bat cu fonts ch loai nao: VPS, VNI, ABC, v.v.) di cung vdl chd Ném, chd Tau, Nhat, v.v.

Dé c6 thé dung dudc nhd vay, khi ban lam viéc cai dat (install) chudng trinh Adobe Acrobat nay,
ban can phai nhd cai dat thém phan Asian language da co6 sén trong do dé dung tiéng Tau, Nhat,
Ném cua VN, con tiéng Viét (quéc ngd), ban can phai lam thém may viéc sau day, goi la “dinh
kém fonts chi theo ho s3” (embed fonts) :

A/ Néu dinh dung ca tiéng Tau, tiéng Nhat hay Dai Han, thi phai lam ngay ti dau viec CUSTOMS
INSTALLATION vdi Asian language la file riéng c6 trong cai CD cua Adobe Acrobat program.
Tiéng VN cla minh dung la loai géc Latin va True Type Fonts sé phai lam embed riéng sau nay.

B/ Sau khi da install cai Asian language file vao may xong thi trd ra va lam nhiing budc sau day:
Adobe Acrobat c6 2 cai printer drivers goi la: Acrobat Distiller dung dé Iam nhiing file c6 nhiéu
graphics di kém, va Acrobat Writer ding dé lam nhing file don gian hdn cé toan text. Téi dung
Acrobat Distiller luén cho tién.

1/ - click vao Start button ctia Windows

2/ - click vao Programs

3/- Tim Adobe Acrobat ver. 4.0 hay 5.0>>> tim Acrobat Distiller

4/ - click vao do, noé hién ra trén man hinh

5/ Tim SETTINGS >>> tim Job options

6/ check mark vao Embed all fonts

- check mark vao Subset all embeded fonts below 100%

- When embed fail >> warning and continue

- click vao ALWAYS Embedded True Type fonts, ngoai 14 cai default do Acrobat da lam san. =
chon nhing cai fonts chtii VN ma minh hay dung: VNI, VPS, TCVN, v.v.. réi highlight cac fonts do.
B&m vao chd c6 CC dé dem né qua cai KHUNG bén tay phai. bAm OK va SAVE AS : dé&t tén cai
ScreenOptimizer nay v4i cai tén KHAC ma minh mudn phan biét, thi du "VietNam", roi OK trd ra
>>> sau nay khi minh bdm vao cai icon Acrobat dé déi file, thi cai ScreenOptimizer nay né ludn
luén hién ra vadi cai tén la "VietNam" >> tlic 1a cac embebed fonts sé& ludn luén tao ra va bam theo
file khi minh chuyén nao sang PDF ti dang Word.Doc chang han dudi cai VietNam
ScreenOptimizer nay

C/ Sau do6 lai can phai lam thém vai budc nay nia : vao CONTROL panel

1/ - chon PRINTER

2/ - chon DISTILLER [hay WRITER la tén cua mot trong 2 cai printer drivers cia Adobe acrobat]
3/ - Chon phan Properties

4/ - chon phan FONTS va highlight céc fonts true type ctia VN Ian nla nhu da lam & trén, sau do
no6 sé ghi 1a : Send true type fonts to printer according to the fonts substitution table >>> tic 13
nhlng fonts chtd VN ma minh chon r6i. Edit the table

5/ - OK trd ra

D/ Van dé Chu Ném: vi tiéng VN xua dung goc chu Tau, téi khéng biét chd Tau hay Ném, do do
t6i khéng ranh ré viéc si dung 8 muc nay, tuy nhién theo t6i nghi thi quy ban nao da dung Twin
Bridge Program dé danh may chi Tau rdi cai bién (modified) ra chi Ném vi thé néu trong may
clia quy vi cé Twin Bridge fonts, co Asian language file cua Adobe Acrobat, cé chd VN du loai
fonts VNI,VPS, TCVN, v.v.. thi khi lam v3i chi Ném, cac nét chi d6 (Ném,Tau) co thé da cé trong
cai Asian language file cia Acrobat réi hay khéng = téi khdng ranh muc nay nén xin quy vi tJ lam
thd vl chudng trinh danh may chi Tau (néu cé mua Twin Bridge program) vél chii Viét (VNI,
VPS) mét file ngén c6 ba loai chi nay roi déi sang PDF xem thé nao.




Quy ban c6 thé xem céac bai tiéng Viét co chi Ném di kém da dudc chuyén sang dang PDF &
website clia Vién Viét Hoc 6 Nam California: httg://www.viethoc.coml

E/ Khi lam xong thi muén md mét file bang Word trudc, sau dé trén cai man hinh ctia Word sé cé
sén cai nut mau do cua cai icon Acrobat, bam vao dé thi cai Acrobat sé dugc khdl dong (activate)
lén va cé cai khung khac hién ra, cai Distiller sé dudc thdy cé check mark, va ScreenOptimizer
v3i cai tén da dudc ban dat cho no, thi du "VietNam" sé hién ra 8 khung nay.
- click vao create
- Sé thdy mot man hinh khéac hién ra: can coi cai check marks 6 nhiing chd nay :

+ d&u cham den hién 6 ché : USE ACROBAT DISTTILLER

+ Khung Distiller stetting : VietNam (tdc la cai tén clia ScreenOptimizer ma minh da lam

embeded fonts xong va save as n6 dudl cai tén nay)

+ View PDF file after creating

+ Report errors

+ Delete the .ps and .logfile

- Ché mét luc dd vai gidy téi vai phat, tuy theo file dai hay ngén, va c6 nhiéu footnotes hay nhiéu
links vao véi www hay khdng, may n6 sé déi sang dang PDF cho minh va sau d6 ACROBAT
READER cuing version vl Adobe Acrobat dugc cai dat mét luc vél Adobe Acrobat sé ty dong mé
céi hd sé ma minh vua convert ti dang "doc" sang "PDF".

No ciing tJ dong save as céi “doc file” theo dang PDF file cho minh luén vao hard disk hay vao
drive A tuy luc minh dung file 8 dang doc lay ra tud A hay C drive.

Nén save as lai 1an nda vao C hay A tuy y, d& cé mét back up file cho chén &n! Theo ti thi nén
dung C drive, vi né chia nhiéu bytes, va khi convert sang PDF n6 sé tj dong save as cho minh
cung vdl tén file trén Word, va cho extension PDF vao file nay vao C drive. Néu file Word va DPF
cung dé trong A drive, dia chda it bytes qua (1.4MB) ma files lai nhigu hdn 1.4MB, né khéng du
ché chida né lai KHONG cho minh biét, thé Ia phai lam lai bang C drive, mat thi gié va mat cong
toi!

3. Chudng trinh Acrobat Reader la gi?
Luu y: Acrobat Reader chi dung dé doc hd s6 dang PDF ma thdi va né dudc chuyén tai mién phi.

NEU BAN CHi CAN DOC dudc hd s3 8 dang PDF ban can phai c6 chudng trinh Acrobat Reader
cai dat s&n trong may cua ban. Chudng trinh Acrobat Reader c6 dia chi URL nhu sau
http://www.adobe.com/products/acrobat/readermain.html cé thé tai xuéng may PC clia ban mién
phi, n6 c6 thé dudc diing trén nhiéu hé digu hanh, chang han nhu DOS, Windows, Macintosh, va
UNIX.

4. Hudng DAn Chuyén Tai Chudng Trinh Acrobat Reader ®A

1. Trén www, ban hay tim dén chd cé két ndi véi dia chi cia Adobe Acrobat Reader ghi 6
trén (nhan chudt vao két néi do) dé chuyén tai chudng trinh nay vao may cta ban mién
phi. Nh&n chuét vao ché ghi chii Download Now

2. Tiép theo ban sé thay mét trang khac cé ghi dé muc bet_Adabe_ArmhaLEeader.l ban tiép

tuc l1am theo budc chi dan s8 2 ghi trén may. (Khéng can thiét phai d&ng ky tén ban).
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Xem phan cuéi trang va nhan chudt vao nut ghi chi Download.

May sé can ban ghi vi tri cia hd s3 ban mudn cho vao may & dia nao, thi du ban chon dia
C.

Gil ho s6 vao trong dia c6 dinh (hard disk) cta ban (thi du dia C) theo chi dan trén trang
nay. Hay chi dinh mét vi tri trong dia ¢ dinh cta ban dé gil hd sd c6 Lénh Thi Hanh cla
chudng trinh nay 6 dé.Thi du: C:ar405eng

Sau khi viéc chuyén tai chudng trinh Acrobat Reader xuéng may clia ban da hoan tat
(mat tu vai giay dén it phat tuy theo téc dé ciia modem, may PC va cd sé dich vu Internet
(server) ma ban dang dung), ban can phai mé HO sd c6 Iénh thi hanh (executable file) dé
nap nguyén chudng trinh nay vao may cla ban . Vao dia C, chon h6 sd vua ghi
C:ar405eng va nhan chudt vao hé sé nay hai lan lién ti€p (double click), may sé tJ dong
md va nap ho sé nay cho ban, sau dé ban sé thdy cé hinh tudng (shortcut icon) cua
Acrobat Reader dudc cho vao may td dong va né hién trén man anh hién thi cua ban.

Khi can mé mot tai liéu co dang PDF ngay trén www, may cla ban sé tJ déng md
Acrobat Reader va tai liéu sé hién trén man anh hién thi cia ban. Néu khdng thay, may
sé hdi ban can dung loai chudng trinh nao dé ma tai liéu, ban hay bam vao hinh tugng
clia Adobe Acrobat da ghi 6 phia trén, nhan chudt vao do, Acrobat Reader sé dudc hién
ra, va ban sé& md va doc dudc tai liéu loai PDF nay.

5. Hudng Dan SU Dung Chudng Trinh Acrobat Reader

Luu y: Acrobat Reader chi dung dé doc hd s6 dang PDF ma thoi

Né&u ban nhan dudc mét hd sd chuyén qua hé théng dién thu, va né dudc luu gid dudi dang .PDF.
Muén mé ra dé doc va in hd sd nay, ban can phai lam nhiing budc sau day:

1.

Luu gil (save as) ho s6 nay vao dia A cla ban, dat tén cho hé sé nay. Trddc khi mé ho
sG vUa Iuu gid ra, ban can phai kiém soat xem n6 co virus hay khéng bang cach dung
chudng trinh ngan ngua virus thi du nhu Norton AntiVirus hay McAffee.

Khdi déng (activate) chudng trinh Acrobat Reader da cé trong may cla ban bang cach
nhan chudt vao hinh tudng lam san (shortcut icon) clia Acrobat Reader trén man anh
hién thi cta ban.

Sau do, may cua ban sé c6 man anh cla trang dau cua Acrobat Reader, trong tya nhu
man anh cua Microsoft Word.

Nhé&n chuét vao nut File sau dé nhan vao nat Open
Chon dia A va nhan chudt vao tén hd s muén mé.
Nh&n OK, ban sé thdy hd sé dudc md ra trén man hinh.

Ban c6 thé doc va in tai liéu bang cach nhan chuét vao File, xong roi nhan vao Print.

' Adobe Acrobat va Adobe Acrobat Reader 14 nhan hiéu co6 cau ching (hay da dang ky) tai toa
cua Cong ty Adobe Acrobat (Trade mark of Adobe Acrobat)






