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Hourly Projects 
A view into Hiring and Accepting Terms on Upwork 
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The Basics - what stays the same?  

On both Upwork AND Elance: 

●  After submitting a proposal/cover letter, freelancers and clients will negotiate and agree to 
contract terms 

●  The client will “award” the freelancer the project 

●  Freelancers agree to number of hours, other specifics and accept the contract 

●  Freelancers log hours and track time with a tracking tool 

●  Logged time is visible to both freelancers and clients, with screenshots  

●  Hourly Protection doesn’t apply to bonuses, manual time, or fixed-price projects  
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Receive Offer Accept the offer Start working 
 with your client 

On Upwork it starts with an Offer 
After submitting a proposal and negotiating, the client will submit an offer 
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Here’s what the offer looks like 
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Access all contract details 
under the Jobs Tab  

or My Jobs Tab 

Your contract details are always available 
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You discuss contract terms directly 
 Workroom vs Message Center  

Keep all communication within 
the Upwork Message Center  

Messages are organized  
into convenient rooms  

Ability to see when  
community members are online  
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Tracker vs. Team App  

Add memos and descriptions  
to logged hours  

Boost productivity by 
downloading the new 

Upwork Team App 

Screen captures taken every  
10 min, you can submit  

or delete them  
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Work Diary shows work-in-progress snapshots 

6 screenshots an hour   

Green bar tracks mouse 
movements and keystrokes 

Freelancers add notes  
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Weekly timeline for hourly projects 

Work week begins Mondays 
at 00:00 midnight UTC 

Work week ends  
Sundays at 23:59 UTC 

 

During the Review Period, the 
client can dispute time that was 

billed the previous week 
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Clients will review Timesheets  

Weekly Timelogs are 
available for review under 

Reports  

View all time logged for one 
project under the same 

timesheet  
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Feature Elance Upwork 

What is captured when logging time with 
the downloaded app? 

Screenshots  Screenshots, mouse movements  
and keystrokes 
  

Where do you find “timesheets?” In the Workroom. Only one timesheet is 
visible at a time 

Under the Reports tab. You can view all  
timesheets at once or individual  

How long before the funds become 
available to freelancers? 

Some payments are subject to a 3 day 
security period 

All funds are subject to security period - 8 
days after client is  
charged  

How can clients/freelancers modify the 
hourly rate after the job begins? 
 

-Freelancer can request an hourly rate 
increase. It will go into effect the first 
Monday after the client approves 
-Clients can increase hours without prior 
approval. Other changes require 
freelancer approval and go into effect the 
first Monday after the freelancer approves 
 

-Freelancers request an hourly rate 
increase. It will go into effect the next day 
after the client approves 
-Clients can increase hours without prior 
approval. Clients cannot decrease the 
hourly rate without closing a contract 
 

How are clients billed for hourly contracts?  Clients can approve the timesheet or 
default to auto pay  

Clients are automatically charged every 
Monday  
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More call outs - what else should you know? 
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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 
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Thanks 


