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Surface

MeeStur f ace Pro 3

SurfacePro 3 is the tablet that can replace your laptop.

Connect to a broad variety of accessories, printers, and networks, just like yar always have Run touch-friendly
apps and your favorite Windows 7 programs, with the security and manageability you expect from a PC.

About this guide

We hope this guide helps you get the most out of your Surface Pro 3

U]

To search for a topic:

Reader

i Swipe down from the top edge of the screen, tap Find, type what you want to find.

©2014 Microsoft Page 1



Surface

Surface Pro 3features

Front microphone

Front privacy light o
Mini DisplayPort
Front camera

Full-size

Power USB 3.0 port

Speaker (L

Headset jack —0

Charging
port

Kickstand

Windows
Pen button

Touchscreen The 126touchscreen, with its 3:2 aspect ratio and 2160 x 1440resolution display is
great for watching HD movies, browsing the web, and using Office apps (sold
separately).Multi-touch lets you use your fingers to select, zoom, and move things
around. See Touchscreenfor more info .

Surface Pen Enjoy a natural writing experience, with a pen that feels like an actual pen With
SurfacePen, you can quickly jot down notes in OneNote, even while Surface is locked.
See Surface Pen for more info.

© 2014 Microsoft Page2



Surface

Kickstand Flip out the Surface Pro 3 kickstand to any angle and work or play comfortably at your
desk, .on the couch, or while givinga handsf r ee presentati on.
right for you. See Kickstand for more info.

Wi-Fi and Bluetooth Surface supports standard WiFi protocols (802.11a/b/g/n /ac) and Bluetooth® 4.0 Low
Energy technology. This means you canconnect to a wireless network and use
Bluetooth devices such askeyboards, mice, printers, and headsets.

Two cameras and Two 5-megapixel camerasfor recording videos and taking pictures. Both cameras
two microphone s record video in 1080p, with a 16:9 aspect ratio (widescreen). Each camera haa privacy
light, so there are no surprises.See Camerafor more info.

Noise-cancelling microphones make it easy to make calls and record video with sound.
See Sound features for more info.

Stereo speakers With stereo speakers with Dolby® enhanced sound you can join online meetings, and
and headset jack listen to music, podcasts, and audio books. Need a bit more privacy? Plug your favorite
headset into the headset jack. See Sound featuresin this guide for more info.

Back microphone

Back privacy light

Back camera

£é>@

microSD card slot
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Surface

Ports

Software

Processor

Storage and
Memory

TPM

Sensors

Accessories

Full-size USB 3.0 port
Connect USB accessorie8 like a mouse, printer, or an Ethernet adapter. See Connect
devicesfor more info.

microSD card reader
Use the microSD cardreader (along the right edge ) for extra storage or transferring files.
See Storage, files, and backupfor more info.

Mini DisplayPort 1.2

Sharewh at 6 s SurfacePm 3 by connecting it to an HDTV, monitor, or projector
(video adapters sold separately). See Connect to a TV, monitor, or projector for more info.

Charging port and 36 -watt power supply
Connectthe included 36-watt power supply when your battery is low. See Charging in this
guide for more info.

Cover port
Add Type Cover for Surface Pro 3 (sold sepg
you. Thin and light, Type Cover even helps protectyourt ouchscr een whi |l e

For more info, see Type Cover.

Windows 8 .1 Pro
To learn about the latest features, seeMeet Windows on Windows.com.

Apps

Surface Pro 3comes with many built-in appsfi explore your apps on your Start screen. You
can install more apps from the Windows Store. You can alsoinstall and run the desktop
apps Yyoudr e,lifkeMioriodoft Cdfice*.wi t h

4th generation Intel® C o r 55, i7

Choose from 64GB or 128GB storage with 4GB RAM, 0256GB or 512GB storage with 8GB
RAM. In addition to the internal storage included with Surface Pro 3 you can add more. For
info, see Surface storage options.

TPM chip (Trusted Platform Module 8 for BitLocker Encryption).

Surface has four sensorgan ambient light sensor, an accelerometer, gyroscope, and
magnetometer) that apps can use to do cool things.

Surface accessories add to your Surface experiend& check out the Accessoriessection in this
guide.

*Microsoft Office is sold separately in some countries or regions and comes pre-installed in others.

© 2014 Microsoft
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Surface

St yuopbmf aedand Sur f ac:

Grab your Surfaceand | et 6s go!

Bef or e vy o Make sure a Wwirgless network is available and you have the networkpassword (if the network
is secured).

Surface Pen setup

Before you use your SurfacePen t he first time, youdll need to install t
with Surface a little later during setup.

Top button AAAA battery Tip

§ } | _ $

To install the AAAA battery:

1. Unscrewthe top of the pen from the bottom.

2. Insert the battery, wrapped in the label from the top of the pen, with the positive (+) end down toward
the writing tip.

3. Screw the top back on.

Plug in Surface Pro 3and turn it on

If you have a Type Cover, bring itclose to your Surface, so thatit clicks into place.
Flip out the built-in kickstand on the back of Surface (any position).

Connect the plug to the power supply, and p lug the power cord into an electrical outlet or power strip.

P W NP

Connect the power connector to the charging port on Surface (either direction works).
A light appears near the end of the connector when Surface is getting power.

5. Pressand release the power button on your Surface.
Surface turns on and setup begins

© 2014 Microsoft Page5



Surface

Power
|

Setup

Setup runs the first time you turn on Surface Pro 3. During setup,y o u 8 | | languagescelor scheme, and
name for your Surface. (You can change these thingslater.)

Three key things happen during setup:

1 You set up your Surface Pen for use with Surface Pro 3. It just takes a few seconds for your pen to be
oOpairedo6 wit h yBuetooth ®no the panc messiasdiholdythe top button until the light near

thepenclip flashes When t he pairing is successf wslc,r eyeonu d |0lY osuere
device is connected. 6
9 Surface connects to your Wi-Fi network . I f you dondt know ybawrnofizdi r el ess

your wireless network password on Surface.com.

1 An accountis created on Surface . For the best experience, we recommend using a Microsoft account.
You can use your existingMicrosoft account, or setup can create one for you.

What is a Microsoft account ? A Microsoft account is an email address and password that youd sk

to sign into Surface I f youdve used Mi c,yausleddyhawea Migrosefte s i n t he
account (it's the email address you use to sign in)
create one for you using any email address.To learn about the benefits of using a Microsoft account,

see All about accounts on Surface.com.

More than one Microsoft account?  If you have more than one Microsoffaccount, youdl |l ne
choose one for your Surface. Tofigure out which Microsoft account to use, seeChoose a Microsoft
account on Microsoft.com (English only).

Once setup is complete, you can pin a network domain, workgroup, or homegroup (more about this in the

Networking section of this guide). To learn more about accounts, see Accounts and sign in.
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The basi cs

There are a few things you need to know to get around your SurfacePro 3.

Touch, keyboard, mouse, and pen

With Surface, you can easily switch betweenusing touch, a keyboard, mouse, or pen.
1 Touch. You can use your fingers on the touchscreen, like you would on a smartphone. For example, drag
your finger across the screento scroll.
Keyboard . Click in a Typing Cover or use a full-size USB orBluetooth keyboard.
Mouse . Use the Typing Covertouchpad, or connect a USB orBluetooth mouse.

Pen. Take notes, draw, and markup documents using the SurfacePen. Jot a quick note in OneNote, even
if your SurfacePro 3 is locked. Just click the pen and start writing. Your note will be waiting in the Quick
Notes section of OneNote the next time you sign in.

Start screen

Start is the heart of your Surfacei i t 6 s yaulopen &pps, check your calendar, mail, and more in live tiles, and
get to your favorite websites. From the Start screen you can search for files, apps, and settings on your Surface,
and search the web.
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To go to Start:

1 Touch. Pressthe Windows & button on the touchscreen, or swipe in from the right edge of the screen
and tap Start.
Keyboard . Press the Windows logo key=® on your keyboard.

Mouse . Click the Start button %@ in the lower-left corner of the screen.

Open apps

1 Touch or mouse . Tap or click an app tile on the Start screen.Or, tap or click the Search lo button next
to your account picture and enter an app name.

1 Keyboard . Go to Start and enter an app name (such as Word orOneDrive).

You can see all your apps by swiping up from the center of the Start screen.Or , if youdre us
arrow in the lower left corner of the screen.

Switch between open apps

You can switch between open apps by swiping in from the left edge

of the screen. You can keep swipi
another app.

More about this in the Use apps and programssection.

App commands: Where are they?

Swipe up from the bottom edge of the screen, or down from the top
edge.
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Touch: Swipe, tap, and beyond

Tap? Swipe? Hereds a glossary of touch gestures that you

Gesture How to do it What it does
Tap Tap once on something. Opens, selects, or activateswhatever
you tap. Similar to clicking with a
mouse.
Tap and hold Press your finger down and hold Shows options rela
for about a second. doing (like right-clicking with a mouse).

Tap-tap slide (tap and a half)  [Tap, then tap and hold. Now slide Drags an item youb

your finger in any direction. text.
Pinch or stretch Touch the screen or an item with Zooms in or out of a website, map, or
4 two or more fingers, and then picture.
p, move the fingers toward each other
(pinch) or away from each other
(stretch).
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Gesture

Rotate

&F*\;
[

Slide to scroll

© 2014 Microsoft

How to do it

Put two or more fingers on an item
and then turn your hand.

Drag your finger on the screen.

Press and briefly drag an item in
the direction opposite the way the
page scrolls, then move it wherever
you want. (For example, ifthe
screenscrolls left or right, drag the
item up or down.) When you've
moved the item to the new

location, let it go.

Swipe an item with a short, quick
movement in the direction
opposite to the way the page
scrolls. (For example, if the screen
scrolls left or right, swipe the item
up or down to select it.)

What it does

Rotates things that can be rotated.

Scroll s through
(like scrolling with a mouse).

Moves an item (like dragging with a
mouse).

Selects an item, like an app tile or
photo. This often brings up app
commands.

Page 10
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Gesture How to do it What it does

Swipe from edge Starting on the edge, swipe in. Right e dge: Opens the charms

Left edge : Brings in open apps, shaps
apps, shows your recently opened apps,
or closes apps.For more info, see Use
apps and programs.

Top or bottom edge : Shows
commands or closes an app.

Charms

No matter where you are, the charms help you do the things you do most often fi like search, share print, and
change settings.Her e 8 s h o the chasmso p e n

f
f

Touch. Swipe in from the right edge, and then tap the one you want.

Mouse . Move your pointer into the upper -right or lower -right corner, and then move it up or down and
click the one you want.

Typing Cover . Press a charm keyfrom the top row .

o Q L2 o

F5 F6 F7 F8

Charm keys onTyping Cover

Here's what you can do with the charms:

[l [C] ) kS

Search. You can use the Search charm =\= +S) to finds things on Surface, OneDrive, in apps,

andontheweb.Ifyou dr e on t h eliciSthesSeatch Jchuttere mext to your account
picture. For more info, see How to search in this guide.

Share When youdre in an app, yﬂwH)toahareﬂues,@homshcar S
webpages. For more info, seeShare photos, links, and more in this guide.

Start. The Start charm @=) takes you to the Start screen. Or if you're already on Start, it takes
you to the last app you were using.

Devices. Use the Devices charm §= +K) to play, project, and print to devices. For mae info, see
Connect devicesin this guide.

Settings . Use the Setting charm (== +l) to change settings for the app you are in. For more info,
see Change your settings in this guide. From the Start screen,use the Settings charm to change
Windows settings.
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The familiar desktop

The Windows desktopfi with its taskbar, folders, and iconsi is still here, with a new taskbar and streamlined file
management.

To get to the desktop:

Touch. From Start, tap Desktop
itds.a tile)

Mouse . Click the Start %@ button in the lower-left corner of the
screen.

Keyboard . Press Windows logo key =@ +D.

The deskt op iusedesktop apps like Officgd and File
Explorer. Youcan also pin Windows Store apps to the taskbar, so
you can launch them without leaving the desktop.

For more info about the using the desktop, see Using the desktop on Surface.com.

What moved or changed in Windows 8.17

I f youdre famil,har thdssobphonWwhatdodosssmdved WindowsBanged i n
Task or item How to do it in Windows 8.1
Searchng At the Start screen, tap or clickthe Search to button or just start typing. See How to

searchin this guide.

Start menu The Start screen replaces the Start menu in Windows 8.1You can start any app or
program from the Start screen. SeeFind and open apps for more info.

To access items that used to be on the Start button, right-click the Start button in the
lower-left corner.

Shut down or restart On the Start screen tap or click the Power button, and then choose either Shut down
or Restart.

Change settings Swipe in from the right edge of the screen, and tap or click Settings > Change PC
settings . Or, tap or dick Settings on the Startscreen.( 1 t 6s a til e. )

Control Panelis still available,in PCsettings. For more info, see the Change your
settings in this guide.
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Task or item

Print

Close a program

Seeall your apps and
programs

Install apps and
programs

Change date and time

How to do it in Windows 8.1

Printing from desktop apps hasndt chang:¢
the Devices charm, and select your printer. For moreinfo, see How do | print? in this
guide.

To close a Windows Store app, drag the appoff the bottom of the screen. Or , i f
using a mouse, move the cursor to the top of the screen and click the Close X button
in the upper right corner. For more info, see Use apps and programsin this guide.

Open the Apps view: slide up from the middle of the Start screen, or tap the arrow @
near the lower-left corner of the Start screen.

Install Windows 8 apps from the Windows Store & just tap or click the tile on the Start
screen or the Windows Store app in the desktop taskbar. For info about this, see Install
apps and programs in this guide.

Swipe in from the right edge of the screen, and tap or click Settings > Change PC
settings > Time and language .

Learn more about Windows

To learn more about getting around Windows Pro 8.1, check out these resources:
1 Help and Tips: From the Start screen, tapor click Help+Tips. This app has info to help you get
@ up to speed on Windows.

Windows Basics and Tips: See the Getting started tutorial s on Windows.com.

Help+Tips

Windows Help: Swipe up from the center of the Start screen, and then enter help and support .

© 2014 Microsoft
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Lock screen and signing in

With a Microsoft account, personal settings like your lock screen and Start screen can follow you to other devices.
Your favorite websites, browser history, and pinned sitescan move with you, as well.

I f you dondt use SuarifyawcksefyourTypa Covesfar Surface Rra Jtiee screen turns off
and locks. To start using Surface again press akey (or press and release thepower button on Surface), then
swipe up on the touchscreen.

Next, sign in to your account by typing your password.

Now, | et 0w enmiband othgr acgounts.
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Gedtarted

Now that you know the basics, |l etds get online and add vy
Get online
Hereds how to get online:

1. Swipe in from the right edge of the screen and tap or click the Settings .
2. Tap or click Network .
3. Under Wi-Fi, tap or click the network you want to connect to, and then tap or click Connect.

For more info about getting online, see Networking in this guide.

Set up your email

Now | et dysuresnailt Yowcpn add Outlook.com, Gmail, AOL, Yahoo!, and Exchange email
accounts to the Mail app.

Note The Mai |l app ddoceausthtifat usesPOPR(Post Office Protocol). If you have a POP email
account, seeUsing email accounts over POPon Windows.com. Or, if you have Outlook installed, see Set up email
in Outlook on Office.com.

To add an email account:
1. Tap or click Mail from the Start screen.
2. Open the Settings charm, then tap or click Accounts > Add an account .

3. Choose the type of account you want to add, and then follow the on -screen instructions.
Most accounts can be added withonlyyouru s er name and password. Il n some ¢
more details, whichyoucanusud 'y find on your e mebsite. (Repeatstepsi-B8forpr ovi de
each of your email accounts))

After you add an email account:

1 Your contacts from Outlook.com and Exchange accounts are automatically added to the People app, and
your appointments appear in the Calendar app. For other accounts, seePeople: Add contacts below.

1 Forinfo on how to sync Google email, contacts, and calendar, seeHow to sync Google serviceson
Windows.com.
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People: Add contacts

The People app is your universal addresshook. See contacts from all of your address books in one
place, and get the latest updates from your friends. Also, synccontacts from the social networks you
care about, like Facebook, LinkedIn, and TwitterGet in touch with someone by sending email, calling,
or posting to social media directly from the People app.

Here's how to add contacts from your accounts:

1. Tap or click People from the Start screen.
2. Open the Settings charm, tap or click Accounts > Add an account .
3. Choosethe type of account you want to add and then follow the instructions .

For more info, see People in this guide.

Skype: Add contacts

With Skype* calls and chat, you can stay in touch with anyone, on almost any device, for free. Once
y ou d v e adfrieredd, yoy can make Skype calls and send instantnessages

*Skype may not be available in your country or region.
Here's how to get started using Skype:
1. On the Start screen, tap or click Skype.

2. Sign in with your Microsoft account and your Messenger friends will be automatically added to your
existing list of contacts. If you already have a Skype account, you can merge it with your Microsoft
account by following the on -screen instructions.

3. Add your contacts. To find out how, see Skype on Surfaceon Surface.com.

OneDrive: Your personal cloud

OneDriveis online storage thatcomeswi t h your Microsoft account.
(’5 available from any of the devices you use.When you save your documents, photos, and other files on

OneDriveis also a great way to share files with other people.

To learn more, seeOneDrive in this guide.
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Customize your Start screen

You can make Surface reflect who you are and what you care about. You can rearrange the Start screem any
way you like, and choose the colors and pictures that reflect your personal style. For info about this, see the

Personalize Surfacesection in this guide
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Get t oSukrnfoaw e Pr o 3

Nowthaty oudve added ,y dgertlitleadecpen nt s

Power states:On, off, InstantGo, and hibernation

Her eds a qui c kSurtaged’roBpowewstates: t h e

State What to do

On or wake Press and release the power buttonon your Surface.

(If nothing happens, connect the power supply and press the power button
again. I f your Sur f acSelrdtaiclel Pd oe,amttd
Surface.com)

Off or shut down Do either of the following:

1 On the Start screen, tap or clickPower > Shut down .

1 Open the Settings charm, tap or click Power > Shut down .
InstantGo Do any of the following:

I Press and release the power buttonon your Surface.

T Dondt use Surface for a few minut
I Open the Settings charm, tap or click Power > Sleep.
1

Close your Type Cover for Surface Pro 3
(Only Type Cover for Surface Pro3 putsiti nt o t hi s st at
an earlier Typing Cover, use one of the other methods above.)

Restart Do either of the following:
1 Onthe Start screen, tap or clickPower > Restart.

1 Open the Settings charm, tap or click Power > Restart.

Notes

I You can also pressCtrl+Alt+Delete, tap or click Power (in the lower-right corner), then choose Sleep,
Shutdown , or Restart.

1 You can also right-click the Start button (in the lower-left corner), then choose Shut down or Sign out ..
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Turn on or wake

Power

1. Press andreleasethe power button on your
Surface

The lock screenappears with notifications
for apps that have had activity. For more
info, see Notifications in this guide.

2. To unlock Surface,swipe up from the
bottom of the screen or press a key.

3. Signin to Surface Need help? See the
Accounts and sign in section in this guide.

Tip You can set theamount of time before a password isneeded to unlock your Surface. For more info, see
Choose when a password is requiredin this guide.

InstantGo and hibernation

I f vy ou eduwfacé Pro 2ifer a few minutes, the screen turns off andit goes into a power-saving sleep state
called InstantGo. With InstantGo, your Surfacewakes up instantly with your apps and data up to date.

I f you dondt saveradho@slitrwill dibeeatd. idibernation saves your work and then turns off your
SurfaceWhen you start up your Surface again, youdre back wh¢

To change when the screen dimsor turns off, or when Surface Pro goesinto sleep or InstantGo, seeSurface Pro
battery and power on Surface.com

Change whenSurface sleeps

I f you ®uafacéRro 3dos &while, the screen may dim or turn off to help preserve battery life. Her e 8 s
where you can change these settings

1. Open the Settings charm, tap or click Change PC settings > PC and devices > Power and sleep.
2. Under Sleep, choose when you want Surface to go to sleep (on battery and when plugged in).

Note | f youdd | ike t o malcafacaRra3asespgowengpePowet ptanshFoequently asked
guestions on Windows.com.
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Charging

SurfacePro 3 comes with an internal lithium -ion battery designed to go everywhere you go. How long your

battery lasts varies depending on the kinds of things you do with your Surface and your power plan.
Hereds how to charge Surface:

1 Plug the power cord into an electrical outlet or power
strip. Then connectthe power connector to the charging
port (either direction is good).

A light appears when Surface is getting power.

How much battery charge is remaining?
You can see the battery status in a few places:

1 Charms. Lower-left corner of the touchscreen after you open the charms.
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M Lock screen. Lower-left corner of the lock screen.

91 Desktop taskbar . Battery status appears on the desktop taskbar. Tap the battery icon to see the
percentage remaining.

When you see a low battery warning, plug your Surface Pro 3into an electrical outlet. Ify o u

dondt recharg:
battery, Surface will eventually save your work and shut down.

Notes

1 Ittakes 2-4 hours to fully charge your Surface Pro 3battery from an empty state.
1 SurfacePro3candt be charged

t hrough t he USrludpdopower l nstead,
supply.
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Battery: Make it last

Here are some ways you canhelp make your battery last longer:

1 Reduce the screen brightness . Open the Settings charm, tap or click Screen, and then adjust the slider.
The brighter the screen, the more power it uses.

1 Choose a power plan that saves power . A power plan is a collection of settings that control how your
Surface uses power. Tdearn more about power plans, see Power plans: Frequently asked questionson
Windows.com.

1 Turn off or remove devices that you aren't using . Many USB devices use powemvhen connected, so
you might want to unplug devices that you're not using.

T TumnoffWi -Fi.1 f y ou d o fAFdfdr a whdeeydu cé turn it off to conserve battery life. To do this,

open the Settings charm, tap the wireless network m icon, and turn on Airplane mode .

36-watt power supply with USB charging port

The 36-watt power supply included with your Surface Pro 3 has a USB charging port that you can use to charge
other devices (like a phone).

If you want to use a USB device with Surface, plug it into the USB port on Surface. For info about this, see
Connect devicesin this guide.

h
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The touchscreen
The multi-touch screen has a3:2 aspect ratiofi perfect for watching 1080p HD videos and optimized for multi -
tasking with up to three side-by-side apps.

You can interact with Surface by touching the screenlike you would with a smartphone . To learn about using
touch, seeTouch: Swipe, tap, and beyondin this guide.

Manually adjust screen brightness

1 Open the Settings charm, tap or click Screen, and then move the slider to adjust the brightness.

Note A brighter screen uses more power. To find out how to get the most from your battery, see Tips to save
battery power on Windows.com.

Automatically adjust screen brightness
1 Open the Settings charm and tap or click > PCand devices > Power and sleep > Adjust my screen
brightness automatically
Choose when the screen turns off
I f you dondt atewminues thd sareea turhsoff. To adjust this setting, see Change when the
screendims or turns off earlier in this guide.

Landscape or portrait

When you rotate Surface, the screen content changes to the new orientation. This way you can use landscape for
webpages and portrait for reading a book.
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Lock the screen orientation
I f you dondét want the screen comtreretnttad i romt atHe,r eydsu hoavn
If you want to lock screen orientation:

1. Rotate Surface the way you want it.
2. Open the Settings charm, and then tap Screen.

3. Tap the Screen rotation icon. DJ

Ca

A lock appears on the Screen icon when rotation is locked.

Find more display settings
I On the Start screen, tap or clickPCsettings > PCand devices > Display .

You can also useSearch / to find more display settings. For info about this, see Search for a settingin this
guide.

Copy and paste using touch
Hereds how to copy and paste text wusing touch:

1. Selecttext. Tap a word, and then drag either circle to extend the text selection.
Or, double-tap and hold, then drag to select the text.

2. Copy. Press and hold the selection for a coupleseconds, and then let go and tap Copy.

3. Paste. Move to where you want to paste the text. Press and hold a couple seconds, then let go and tap
Paste.
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Surface Pen

Write and draw naturally with your Surface Pen. With over 250 levels of pressure sensitivityand Palm Block
technology, this pen has the heft and feel of a high-quality traditional pen.

The tip works as a capacitive pen, and hasBluetooth technology built in to support OneNote and other features.
For more info on using Surface Pen with OneNote, se Take notes or draw with OneNote and OneNote this
guide.

Surface Pen also works great with Office apps, such as Word, Excel, and PowerPoint. For more info, séése a pen
to draw, write, or highlight text on a Windows tablet on Office.com.

Surface Pen features

Surface Pen has thee buttons and a tip.

1 Top button
Click the top button to open OneNote, even if your Surface is locked "’
Bluetooth technology links your SurfacePen to your Surface, so when you click )
the button, your Surface responds instantly.

O— Top button

1 Right-click button L
Acts just like right-clicking a mouse. In apps like OneNote,click this button 1
once to bring up a menu to choose pen color, thickness, and other options.

Or, click and hold to select text.

1 Eraser button
Hold down the eraserbutton and move the tip over the area you want to

erase.

O— Right-click

i button
1 Tip O— Eraser button
The fine tip, along with Palm Block technology and multi -point sensitivity in |
your Surface lets you write and draw naturally.
l
O—Tip

Wondering about the coin cell batteries or need to pair your pen manually? See More Surface Pen infoin this
guide.
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On-screen keyboard

Surface has an onscreen, touch keyboard that appears when you need it.

Show the on-screen keyboard
1. Fold back the Cover or remove it.

2. Tap the screen in a place where text can be entered and theon-screenkeyboard should appear.

If you're in the desktop, tap the keyboard icon on the desktop taskbar (lower-right corner) to open the on -
screen keyboard

To open the on-screen keyboard manually (without tapping an area where you can type):

1 Open the Settings charm, then tap or click Keyboard > Touch keyboard and handwriting panel

On-screen keyboard

For more info, see Handwriting or drawing in this guide.

To close the on-screen keyboard:

f Tapan area wher e t erxapthekayboard bubtan , and tthen the close keyboard
button —+ .

Thumb keyboard and handwriting options

1 Thumb keyboard . The thumb keyboard makes it easy to type with your thumbs while holding
Surface in both hands.

1 Handwriting . The handwriting icon | lets you write with your SurfacePen or your finger. Learn more
about this in the Surface Pen section of this guide .
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Suggestions and corrections

As you type on the on-screen keyboard, text suggestions appear to help you enter words quickly or correct
misspellings. To insert a suggestion, tap it or press Spacebar. To switch the highlighted word, swipe righ or left
on the Spacebar.

To turn text suggestions on/off: Open the Settings charm, and tap > Change PC settings > PC and devices >
Typing > Show text suggestions as | type .

Change on-screen keyboard settings

1 Open the Settings charm, and tap Change PC settings > PC and devices > Typing > Touch keyboard .

Tips and tricks
How do I? What to do

Tap the &123 key, or swipe up on a key in the first row. For example,

Type numbers )
swipe up on the Q key to type the number 1.

Press andhold a key such as O, then slide your finger to the accented

Type diacritical marks
character that you want (for exam

Type special characters like® or © | Tap theJ key, then tap the !? key in the bottom row.

Use keyboard shortcuts Tap the Ctrl key and then another key (for example, Ctrl+C for copy).

Turn Caps Lock on/off Double-tap the Up Arrow key.

Open the Settings charm, tap Change PC settings > PC and devices >

Change keyboard settings i
Typing .

Open the Settings charm, tap Change PC settings > PC and devices >

Turn key sounds on/off _
Typing > Play key sounds as | type (under Touch Keyboard).

Add a language SeeAdd a language in this guide.
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The Kickstand

You can set the SurfacePro 3 kickstand to any ‘ §
position down to 30°, so you can easily see the / !
screen when youdr,gpingor
on your lap, or standing at the kitchen counter. /

\
>

IRAL o
Wl LSS

Multi-position kickstand

Type Cover for Surface Pro 3

Type Cover(sold separately)is the Typing Cover designed specifically for the SurfacePro 3. ltds a very th
mechanical keyboard, with a standard layout and backlighting .

Click in

Type Covermagnetically attachesto your SurfacePro
3. Smply bring the two close together. When the
Cover gets close, it alignsand snaps into place.

Once connected, the Cover stays put. Youcan easily
remove it by pulling it away.

For extra comfort and st a
your lap, angle Type Coverup to the touchscreen.

This raises the back of the keyboard about 10 while
additional magnets hold it firmly in position.
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When you fold Type Coverback behind the
touchscreen, t he keyboard is di
accidently type anything.

Fold back the Cover
You can fold back your Type Coverto create a stand.

When the Cover is folded back, you can use the on-
screen keyboardto type.

Tap a place where youcan type, such as a text box,and
the on-screen keyboard appears.For more info, see On-
screen keyboardin this guide.

Close the Cover

When you close Type Coverfor Surface Pro 3 the screen turns off and Surface goesinto a power-saving sleep
state called InstantGo. Tolearn more, seePower states: On, off, InstantGo, and hibernate in this guide.
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Adjust the backlighting

Type Coverkeys havebacklighting that turns on when your hands are near the keys and turns off when they
leave.

You can adjust the brightness of the keys and turn backlighting on or off.

To do this Press this
Increase the brightness of the keys Tap the F2key repeatedly.
Decrease the brightness of the keys Tap the F1key repeatedly.
Turn backlighting off Press and hold the F1key.
Turn backlighting on Press and hold the F2 key.

Function keys

If you want to use a function key (F1-F12), use the Fn keyin combination with a key from the top row .

For example, for F5, press Fn + . .

Function lockunlock (Fn+Caps)

I f you frequently use function keys, you can | ock the Fn
Fn+Capsto make the top row of keys be function keys (F1-F12). Once locked, pres the Search key for F5. (Press
Fn+Caps again to unlock the Fn key.)

Function keyson Type Cover

For this key Press this For this key Press this

Page up Fn + Up arrow Page down Fn + Down arrow
Home Fn + Left arrow End Fn + Right arrow
Increase screen brightnessFn + Del Decrease screen brightnes¢ Fn + Backspace

Can | use otherSurface Typing Covers with SurfacePro 3?
Yes. You can also use any othe following Typing Covers:

Touch Cover and Touch Cover 2 . Super-thin, pressure-sensitive keyboards with a touchpad.

Type Cover (early model) and Type Cover 2. One of the thinnest mechanical keyboards available,
with moving keys.

1 Power Cover. The battery you can type on, with moving keys. It charges while you charge Surfacei
no separate charger required.
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Note TheseTyping Covers are narrower than theSurfacePro3, s o <c¢ | os i n g Surfacefno 3wowoskedpt put

You can see all of the Surface Typing Covers(sold separately) in Accessorieson Surface.com. To find out how to
clean the Covers, seeCover carein this guide.

Can | use my desktop keyboard with Surface?

Yes. You can use a fullsize USB orBluetoothk ey boar d i f youdd IConkeetdeviEeginthisnor e i nf «
guide.

Touchpad

Type Cover hasa touchpad that you can use like a
built-in mouse. Drag your finger acrossthe touchpad
to move the on-screen pointer.

Here are the gestures you can use on the touchpad.

Action Touchpad gesture

Move the on-screen pointer Drag your finger on the touchpad.

Left click Tap one finger anywhere on the touchpad, or tap the left touchpad button .
Right click Tap two fingers anywhere on the touchpad, or tap the right touchpad button .
Scroll Slide two fingers across thetouchpad (horizontally or vertically).

Move an item or select text Tap-tap and hold with one finger, and then slide.

Open the charms Swipe in from the right edge of the touchpad.
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Action Touchpad gesture

See your open apps Swipe in from the left edge of the touchpad.

Move two or more fingers together (pinching motion) or apart (stretching motion) on

Zoom in or out
the touchpad.

I f youdd rather use Hsemoaslthiwgudh Sur f ace, see

How do | change the touchpad settings?

You can turn off the touchpad, turn off edge swiping, reverse the scrolling, and prevent the cursor from
accidently moving while you type. For more info, see Touchpad: Abuilt-in mouse on Surface.com
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Sound features

Surface hastwo stereo speakersthat face toward you as you look at the screen for listening to music or watching
movies. The noise-cancelling microphone s come in handy when making calls or recording videos. Or, plug your
favorite headset, with or without a mic rophone, into the headset jack.

SurfacePro 3 features Dolby® audio, so that you can enjoy the best audio experience.

Back microphone

Front microphone [

E

Headset -
Jjack OINUSSTI Al favorites

Aan Marchand

Speaker O~— Speaker

Volume -

Adjust the volume
You can control the volume in a few places:

1 Volume . Use the volume-up /volume -down button on your Surface.

9 Start screen. Open the Settings charm, then tap the sound icon and adjust the slider.

91 Desktop taskbar. Tap the sound icon on the desktop taskbar (lower-right corner) and adjust the slider.
1

Audio accessor ies. Headphones, external speakers, and other accessoriemay have their own volume
control.

1 Apps. Some appshave a volume control.

Tip To quickly pause audio in an app from the Windows Store, press the volume button, and then tap or click
the on-screen pause button.
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Add audio accessories

The headset jack works for both audio output and microphone input. You can plug headphones or a headset
with a microphone into the headset jack or the USBport.

For bigger sound, connect external speakers to the headset jack or USB port, or wirelessly connect speakers using
Bluetoothtechnology. For more info, see Connect devicesin this guide.

How do | set the default audio device?

You can switch between different audio devices, such as

1. Open Search from the Start screen,enter manage audio devices , and then choose Manage audio
devices from the search results.

2. Tap or click the device you want to use for playback, tap Set Default , and then choose OK.

How can | record audio?

Choose between the Sound Recorder appfor Windows and the Sound Recorder desktop program. Both are pre-
installed on your SurfacePro 3.

To open the Sound Recorder appfor Windows: Swipe up from the center of the Start screen and then tap Sound
Recorder.

Have questions? SeeSound recorder: FAQ for info about the Windows Store app, or Recording audio in Sound
Recorder: FAQfor info about the desktop app. Both are on Windows.com.
How do | change which sounds play?

You can choose which sounds play for notifications and system events (for example, the sound that plays when
you get a new message). Here's how:

1. Open the Search charm, and tap or click the down arrow ™, and then tap or click Settings .

2. Tap the search box,enter sound, and then choose Change system sounds from the search results.
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Usapmand progr ams

Find and open apps

The Start screen is where you go to start apps.SurfacePro 3 can run both Windows Store apps like Music, Malil,
and Weather, and desktop apps like Word and Excel (sold separately)

To find an app or program on your Surface:

1 Apps view . Swipe up from the center of the Start screen (or click® on the lower-left of Start). A list of
apps appears.Enter an app name or scroll to see all your apps.

B o
o »
u'.

@

]

EEY &

1 Use Search. At the Start screen,enter an app name like Skypeor Outlook .

If youd o n & tthe app er program you want, tap or click the Windows Store tile on the Start screen or the
Windows Store icon in the taskbar (seelnstall apps and programs in this guide).

You can also start apps from the desktop. You can create shortcus for desktop app s or pin any apps that you
frequently use to the taskbar. For info about this, see How to use the taskbar on Windows.com.
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Switch between open apps

If you want to keep your Windows Storeapps full screen, you can quickly swit
Switch back to a previous app
1 Touch. Swipe in from the left edge of the screen.

1 Touchpad . Swipe in from the left edge of the
touchpad.

1 Mouse. Move the mouse pointer into the upper -
left corner of the screen, and then click.

1 Keyboard . Press Al¢Tab.

Switch to a specific app

1 Touch. Swipe in from the left edge, and with
your finger still on the screen, move it back
toward the left edge. Tap the app you want.

1 Mouse. Move the mouse pointer into the upper -
left corner, and then move it straight d o wn .
see the apps you recently used Click the app you
want.

1 Keyboard . Hold down the Alt key and press the
Tab key repeatedly to switch between apps.
When you get to the app you want, let go
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Use apps together (side by side)

You can use twoor more apps at the same time by snapping them side by side. This way you can seaup to three
apps on the screen at once (such as the Mail and Calendar apps).

H e r badivdo arrange two apps side-by-side:

1. Open each of the apps you want to use.

2. Open the recently used app list (swipe in from the left edge, and with your finger still on the screen,
move it back toward the left edge).

3. Drag an app from the app list until the current app changes size, then let go of the app.
4. To adjust the size of the apps, drag the bar between the apps.
To add a third app, open the recently used app list again, and drag the third app into position.

Ifyouwantt o change one of the apps, go to Start or the Apps
the first two apps. Tap or click the left of right side of the screen.

To learn more about using apps together, see Getting around your PC on Windows.com.
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Close an app

You dondt need t o WintHows StoreaVhersyoufswitchno andther app, Windows leaves the app
running in the background and wil!/| close it eventually i

I f you really want to close a Windows Store app, hereds

1 Touch. Swipe down from the top edge of the screen, and drag the app down and off the screen.
1 Mouse. Move the pointer to the top of an app , then click the Close X button in the upper right corner .

To completely stop all processes associated with an app, drag theapp to the bottom of the screen, and hold it
there until the app flips over. You can see all open apps and services in Task Manage(Search for Task Manager
from the Start screen to find this app).

Close desktop apps

I'tds still a dgsktopdapps,duehaas Office apphsowdien you're done using them or before you shut
down Surface. You can close an Office app by tapping or clicking theClose X button in the title bar.

App commands

To see what you can do with a Windows Storeapp youareusng, open app commands. Hereds

1. Open an app and then do any of the following:
I Touch. Swipe up from the bottom edge, or
down from the top edge of the screen .

1 Mouse or touchpad . Right-click. You can also
tap two fingers anywhere on the touchpad.

f Keyboard. Pressam+Z.

2. Choose an item on the bar of commands.

Built-in apps

Learn about the apps included with Surface Pro 3in the Built-in apps section of this guide.

App settings and help

1 App settings . Open the Settings charm from an app. For example,open the Mail app and then open the
Settings charmii y o u 6 |séttings éoethe Mail app .

1 App help . Open the Settings charm from an app, and look for Help. (If you can't find help in the Settings
charm, check the company's website for help info.)
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