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The Message Center   
A view into collaborating on Upwork 
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The Basics - what stays the same?  

On both Upwork AND Elance: 

●  All messages are saved for easy retrieval and documentation  

●  Keeping messages on the platform are important for payment protection  

●  Shared files and work deliverables are uploaded and stored in one place 
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The Upwork Message Center is geared towards real-
time collaboration 
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The Message Center 
 is now a chat-based 
communication and 

collaboration platform. 
 

You can chat with your 
clients and team members 

in real time or have the 
conversation waiting for 
them when they come 

online 
 

All your messages will are 
saved in a “room.” “Rooms” 

are defined as 
conversations you have 

with at least 1 other person. 
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Work Room vs Message Center 
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Find all correspondence 
under the Messages Tab 
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Older messages and conversations are captured 
and retained 
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Keeping communications separate 
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If you see a green dot here click 
to see messages in other 

accounts   

Pending messages  

If you have a client or agency account,  
those conversations are kept separate  

from any discussions you have as a freelancer 
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You can manage the flow of conversation by setting 
availability  
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Set yourself to Invisible if you have a 
meeting or are otherwise busy but still 

online 
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Take the Message Center with you on our Mobile App 
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While on the go, get work 

alerts, receive and reply to 

messages and more 

 

Use Upwork Messenger  
to stay connected  

and keep jobs moving  

While on the go, get work alerts, 
 receive and reply to messages 
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Additional Resources  
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Hiring Hub: https://www.upwork.com/hiring/ 
 
Upwork Community: https://community.upwork.com/ 
 
Upwork Help Center: https://support.upwork.com/home 
 
 


