How much will my project cost?
Interested freelancers will review the project and submit a proposal and a price estimate for the work. You can review the proposals and select the freelancer who best fits your needs. The price you pay will depend on the freelancer you select, and most clients find it to be at or slightly lower than their starting budget.
هر پروژه چقدر قیمت دارد؟
[bookmark: _GoBack].....
What if I'm not happy?
With Translance Payment Protection, you will only pay if you approve the work. When you hire a freelancer, you will deposit the starter project amount into escrow (escrow refers to money held by a third-party on behalf of your freelancer and you). You'll get a chance to review and approve the work before releasing your deposit to the freelancer.
What do I do when the project is over?
You'll receive the deliverable, review it, and release payment to the freelancer. At that point you can either end the contract or continue working with the freelancer for your additional needs. You'll be able to easily extend the project or start a new contract if you'd like more work done.


Post a Job
Posting a job on Translance is quick and easy, but not all job posts are created equal. A well-written project description, correct categorization, and accurate skills requirements may help to attract the right freelancers. The more time and detail you put into your job post, the better the result.
To post a job:
1. Click the Jobs tab and click Post a Job.
2. On the Post a Job form that follows, fill out the details—you can always return to make changes later by clicking the job title under My Job Drafts.
Please note: It may take up to 20 minutes before your public job becomes visible in the marketplace.


Edit or Close a Posted Job
You can edit everything about your job except one thing—you can't change the terms from the fixed-price or the other way around. To change this detail, you'll have to close your job and repost.
To edit your job:
1. Click the Jobs tab.
2. Locate the job you want in your Open Jobs and click Edit Posting in the Actions menu.
To cancel or close your job:
1. Click the Jobs tab and locate the job you want to close in your Open Jobs.
2. Click Remove Posting in the Actions menu and follow the instructions. You can always come back and repost the job or hire a freelancer who submitted a proposal.
Repost a Job
You can repost any job whether it is open, filled, or closed. The Post a Job form a handy shortcut if you want to reuse similar qualifications or information from any previous job post. 
To repost your job:
1. Go to Jobs > Post a Job
2. Choose to "Reuse previous job" and choose the job to repost
3. The form will pre-populate all the fields with the previous job's information
4. Update as needed, then click Post Job


Location Selection

We recognize that sometimes you need a freelancer located in the same country. Your projects may require localized knowledge, the possibility of on-site coordination, specific compliance needs or other factors that make working with someone within your country an easier way to get started on Translance. We currently support some level of location filtering for all clients by specifying your requirements in the job description and/or setting location as Preferred Qualification, but freelancers from outside the country may still submit proposals.
We are testing a new location selection feature. We hope this additional option will help clients like you find who you’re looking for faster. We are initially testing this out with selected clients in the U.S. only. Based on the results, we’ll consider expanding to existing clients and other countries.
If you are part of this test, upon signing up for Translance, you'll be asked if you want to target your search to freelancers within your country, or open it up to freelancers anywhere. Don't worry, if you change your mind after posting the job, you can easily switch your location selection, in freelancer search results or on the job post itself, to make the post visible to the entire marketplace and work with freelancers from around the world. Your location selection can be different for different jobs.
Please note: For this initial test, agencies are excluded. If you wish to hire an agency, please make the post visible to the entire marketplace.
Find Freelancers
When you're searching for freelancers, your primary focus should be on finding the right freelancer for your company and your project. To help you do that, we provide several ways to filter your search results based on things such as the freelancer's hourly rate, skills, and feedback. These filters (and more) are available in the box to the left of your search results.
To run a search:
1. Go to Freelancers > Find Freelancers
2. From here, search by keyword or browse by category
3. After your initial search, use the filters in the box to the left to refine your 


Find Top Rated & Rising Talent Freelancers and Agencies

You can find freelancers and agencies across experience levels, categories, and geographies by looking for the badge on their profiles and proposals.
When you select a freelancer who has good reputation, you are selecting a member who:
· Demonstrates consistent high-quality work with multiple clients
· Has an outstanding freelancer or agency Job Success score (at least 90%)
· Has an up-to-date and complete freelancer or agency profile
· Has a strong earnings track record
· [bookmark: RT]Complies with Translance Terms of Service
It’s still important for you to review, evaluate, and meet to discuss the profile and proposal of Rising Talent, just as you would for any other freelancer or agency.



Review Proposals
To manage your applicants:
1. Click the Jobs tab to see the My Jobs list.
2. Locate the job you want in your Open Jobs and click View Applicants in the Actions menu.
3. As you review their proposals, take one of these actions:
· Send Message – Contact the freelancer to discuss their proposal (interview and negotiate).
· Hire – Set contract terms and, if accepted, hire the freelancer.
· Decline – Notify the freelancer you are not interested and why.
· Archive – Hide the proposal from your list without rejecting it.
Want more proposals?
In addition to the freelancers who’ve submitted proposals already, Translance gives you a list of potential freelancer matches. Review the suggestions and send an invitation to the ones you like. They’ll be notified of your interest and have the opportunity to respond with a proposal. You can also search the marketplace and send messages via the profiles of freelancers you find there.


Make an Offer to Hire a Freelancer
After you've reviewed your proposals and found the right freelancer for the job, hiring them is simple. 
To hire a freelancer:
1. Click the Jobs tab. Locate the job you want in your Open Jobs and click View Applicants in the Actions menu.
2. Click the Make Offer button next to the applicant you want to hire.
3. Fill out the offer form.
4. The freelancer will be notified of your offer and could take three actions: 
· They could accept the offer, and the hire is complete.
· They could decline your offer and withdraw their proposal.
· They could message you to discuss alternative terms.
Each time you submit an offer, the freelancer has seven days to accept.
You can confirm that your new contract is active by going to the My Jobs tab and check the list of Contracts. If it is an hourly job, your freelancer can’t log time until the start date.
Interview and Negotiate with a Freelancer
Finding the right person for your job is the key to a successful contract, and interviewing before you hire can save you time and money down the road.
To begin an interview message thread with an applicant:
1. Click the Jobs tab. Locate the job you want in your Open Jobs and click View Applicants in the Actions menu.
2. Click the Send Message button to contact the freelancer.
Once you complete this process, the applicant is moved automatically to your Messaged section for further review. Your message thread will embed in the proposal view.
From this point, you can continue communicating through Translance Messages.This is your opportunity to decide if it’s the right match and negotiate the terms of the contract before making an offer to the freelancer.


Pay for work
Client Payment Processing Fees
[bookmark: fee]Payment Processing Fee
Clients are charged a 5% processing fee on all payments.
The fee is assessed any time we charge your billing method and will show up as a separate item on your transaction history and payment receipt. The fee is calculated as a percentage on top of the payment you are making. For example, if you make a payment of $1,000, Translance will charge an additional $50 fee for processing the payment. For fixed-price projects, the processing fee is charged each time you fund a milestone or give a bonus.

[bookmark: flat]
[bookmark: except]Pay Past-Due Balance
To prevent account suspension due to declined/failed credit card, you can pay the past due balance on the Billing Methods page.
1. Go to the Accounts menu > Settings > Billing Methods
2. Add a new billing method or set an existing alternative billing method to primary.
3. Click "Pay Now" at the top of the billing methods page to charge your primary billing method for your balance due
Pay for Fixed-Price Contracts
When you work with a freelancer on a fixed-price contract we require you to make escrow deposits as the contract proceeds so that payments can be released to your freelancer.
Here's how it works:
· Send an offer
· Approve a milestone
· Create another milestone
· End a contract
[bookmark: offer]Send an offer
When you submit an offer to a freelancer and create your first milestone, Translance will collect an escrow deposit. On your Reports > Transaction History, you'll see an immediate fixed-price charge and corresponding payment from your primary billing method.
[bookmark: milestone]Approve a milestone
To approve a milestone submission:
1. You'll be notified that your freelancer has submitted work for your approval.
2. Click the review link in that message or go to Jobs and click the View Payment Request button.
To release a milestone without a freelancer submittal in Translance:
1. Go to Jobs and select My Jobs.
2. Click the Release Funds button on the contract in the My Freelancers list (or on the contract details page).
When you approve a milestone, Translance will send the approved funds from escrow to your freelancer. On your Reports > Transaction History you'll see an immediate fixed-price charge and corresponding payment from your escrow balance. The funds will then appear as pending on the freelancer's account and become available after the standard five-day security period.
[bookmark: create]Create another milestone
Just like when you submitted the offer, when you create your next milestone Translance will collect an escrow deposit. If you have credit left over in escrow from your prior milestone, it will be held over and used for the next milestone. On your Reports > Transaction History you'll see an immediate fixed-price charge and corresponding payment from your primary billing method for the amount not covered by any balance remaining from prior milestones.
[bookmark: add][bookmark: end]End a contract
To end a contract and issue a final payment:
1. Go to Jobs and select My Jobs.
2. Find the freelancer in the list and select End contract from the Actions list.
3. Fill in the form to release your remaining escrowed funds, add an additional bonus, or request an escrow refund.
4. You also need to leave feedback for the freelancer on this form.
If things didn't work out as planned and a contract ends with escrow funds left over, the freelancer will be asked to approve or dispute an escrow refund. If approved or mediated in your favor, those funds will be sent back to the billing method used for the deposit. On your transaction history you'll see an immediate positive credit into your balance of the remaining deposit funds and a corresponding negative credit to indicate the refund has been processed. 

Fixed-Price Protection for Clients
Translance Fixed-Price Protection uses escrow to help you get the work you've asked for and your freelancer gets paid for work completed. When making a fixed-price offer, you'll make a deposit to escrow to pre-fund the first milestone of work. Upon receiving and approving that milestone, we release payment to your freelancer.
Define and Pre-fund Milestones
Before any work begins, you and your freelancer will agree on certain work milestones and how much you'll pay for the completion of each milestone.
· You can define, submit, and pay for one chunk of work at a time, or plan out all milestones ahead of time.
· For larger projects, a small first milestone can be a best practice to allow you and your freelancer to work together and earn each other's trust before continuing on with the project.
· Before your freelancer starts working on a milestone, you'll pre-fund the payment for that milestone into an escrow account.
· We collect this escrow deposit to confirm your ability to pay, but payment is dependent on your satisfaction with your freelancer's work, as provided in the escrow instructions.
To make an offer and set up your first milestone:
1. Make a fixed-price contract offer on a freelancer's submitted proposal or on their profile.
2. Make an escrow deposit for the whole contract amount or a smaller milestone.
3. Describe the work expected in exchange for the amount deposited so there will be a formal record of what your freelancer is being asked to submit.
Receive Work
Please discuss with your freelancer ahead of time how you'd like any files or other work product delivered to you. Files can be sent using Translance collaboration tools or whatever third-party solutions you prefer. When your freelancer submits a milestone for your approval, it's important that you have some way to review their work.
Review & Approve a Milestone
You'll be notified that your freelancer has submitted work for your approval. You must review it in a timely manner and either approve the milestone or ask for changes.
· You have 14 days from the most recent submission on a milestone to review and approve or request changes. Approval releases the payment from escrow to your freelancer.
· If you fail to respond to a submission within 14 days, the escrowed funds are automatically released to your freelancer.
To approve a milestone submission:
1. Click the review link in the submission message or go to Freelancers and click the Review & Approve button.
2. Review the submitted work.
3. Select the Approve option.
4. Click Approve & Pay. The funds will be released to the freelancer (pending the standard security period).
To request changes to a milestone submission:
1. You'll be notified that your freelancer has submitted work for your approval.
2. Click the review link in that message or go to Freelancers and click the Review & Approve button.
3. Review the submitted work.
4. Select the Request Changes option.
5. Write a message to your freelancer explaining why you can't approve the work and what changes are needed.
6. Click Send Change Request. Your freelancer will be sent your response immediately.
To create another milestone:
1. Go to Freelancers and click the Create Next Milestone link.
2. Name the milestone, specify an amount, and describe the work to be done.
3. Click the Deposit button. You can set up multiple milestones ahead of time, but the freelancer can only submit one at a time (in order from oldest to newest).
Pay for Work
All escrowed funds are covered by Fixed-Price Protection, but you'll still have control over payments to your freelancer.
· If you choose to pay less than the specified milestone or total amount, the excess funds will be held over for the next milestone.
· If you choose to pay more than your deposit for extra work or as a bonus, the difference will be charged to your billing method immediately.
· If you refuse to pay for a completed milestone, escrowed funds won't be released back to you unless your freelancer approves the return or the matter undergoes dispute mediation.
· Your freelancer may also file an escrow dispute if you fail to release funds for a completed milestone.
· Protection won't cover milestone payments in excess of the amount in escrow, funds from unverified billing methods, or additional amounts that are discussed or promised between you and your freelancer.
· See the Fixed-Price Escrow Instructions for more details, including our Escrow Dispute Assistance Policy.
To receive an escrow refund:
1. On the End Contract form, choose to pay another amount less than the milestone total or pay nothing.
2. The freelancer will be asked to approve or dispute the return of your deposit.
· If they approve, the funds will be returned to your billing method.
· If they dispute, the case will be reviewed by Translance.
· If they fail to respond within seven days, the funds will be returned to your billing method automatically.


Billing Methods
You can pay your freelancers in a number of ways, including the following billing methods:
Credit card
· We accept Visa, MasterCard, and American Express.
· We don't accept virtual card numbers, gift cards, and prepaid cards.
· You may be required to verify the amounts of two small charges to your account.
· Not all debit cards can be verified. If this is the case with your debit card, connecting your bank account to PayPal may be an option.
PayPal
· A verified PayPal account is required. Additional eligibility rules apply.
· PayPal verification is immediate upon submitting the registration form.



Pay by Credit Card
For the security of our automated billing process and Translance Hourly Protection, any credit. card added on Translance must undergo verification. Translance accepts Visa, MasterCard, and American Express. Translance cannot accept virtual, prepaid, and Discover cards. Any client who prefers not to verify their credit card through Translance will need to add a verified PayPal account.
To add a credit card as a billing method:
1. Go to the Accounts menu, choose Settings, and click Billing Methods.
2. Click the Add Billing Method button.
3. Click the Set Up button for Credit Card and fill in the form.
4. When you enter your phone number, remember that It is important to enter a number where we can reach the credit cardholder because Translance may need to call to complete verification.
5. After you finish filling out the form, click Add Card. This action authorizes Upwork to verify the credit card.
Translance may use one of two verification processes:
· Automated: Requires no additional action by you. Only available to select card types, banks, and countries.
When you complete verification, all your job postings will be marked as Payment Method Verified, and you are now ready to pay freelancers for their work.
You can add as many credit cards as you like. Set the one you prefer we use as your primary. An additional card would be used only if the primary one fails.
Verification Charges
When you add a credit card, the Translance verification process may include the following charges, which would be automatically refunded to you:
· $1.00 authorization hold – Upwork puts a $1.00 hold on your card to ensure the card number is valid. That $1.00 is a temporary authorization and Translance does not actually take that money from your credit card. In most cases, this hold disappears from the account before you check the charges.



Pay by PayPal
To add your verified PayPal account as a billing method:
1. Click the Settings icon, and then click Billing Methods.
2. Click the Add a Billing Method button.
3. Click the Set Up button for PayPal and fill in the form.
4. You’ll be returned to your billing methods list. Confirm that the correct method is set as primary.
5. You may add multiple PayPal accounts, if desired.
Because PayPal as a billing method is not available to all clients, the option to use PayPal will only appear in the Add a Billing Method form if it is available to you.
Please note that in order to use PayPal as your billing method, you must:
· Have a verified, active PayPal account in good standing. PayPal student accounts are not eligible. The PayPal verification process varies somewhat from country to country. 
· Have at least one PayPal-linked billing method that isn’t eCheck, such as a credit card or bank account. Upwork is unable to accept eCheck billings through PayPal.
· Pay a 2.5% processing fee on all payments.
Some of the benefits of setting up PayPal as a billing method include:
· If your PayPal account has a different currency, a small currency conversion fee from PayPal may apply, but is usually less than that charged by your credit card.
· Update your funding source in your PayPal account as needed without interrupting billing on Translance.
Edit Billing Information
When you are changing your billing information, always double check that the one you prefer is set as primary.
To change your preferred, primary billing method:
1. Go to the Account menu, choose Settings, and then click Billing Methods.
2. Choose “Set As Primary” in the AutoPay Status column.
You can edit your credit card information—except your credit card number. To change your credit card number, you must add it as a new card, set that as your primary billing method, and then remove the old card.
To edit your credit card information:
1. Go to the Account menu, choose Settings, and then click Billing Methods.
2. Click the Edit button to the right of to the credit card you want to edit.
You cannot edit your PayPal account, but you can remove one and add another if necessary.
Why does Translance require clients to have a verified billing method?
Having a verified billing method ensures that clients have a way to pay for the freelancers they hire. This helps fight fraud and keep Translance.net a safe place to get to work.
Additionally, having a verified billing method helps to attract the best freelancers and allow them to start work immediately upon being hired. Freelancers are advised not to start working until you have a verified billing method because Translance can’t release any payments to them until you are verified.


My credit card is still active. Why was my account suspended?
In order to deliver on the Translance Escrow Protection, we have to temporarily suspend any Translance account shortly before the credit card associated with it expires. This is one of the reasons we strongly encourage all clients to add an additional billing method to serve as a backup.
To reactivate your account, please do one of the following:
· Update your primary card.
1. Go to the Accounts menu > Settings > Billing Methods
2. Click the Update Now link.
· If the card number has changed or you want to use a different card, you will need to add it as a new card, complete verification, and mark it as the primary billing method.
· Add a verified PayPal account and mark it as your primary billing method.
Pay for work
Client Payment Processing Fees
Payment Processing Fee
Clients are charged a 5 % processing fee on all payments.
The fee is assessed any time we charge your billing method and will show up as a separate item on your transaction history and payment receipt. The fee is calculated as a percentage on top of the payment you are making. For example, if you make a payment of $1,000, Upwork will charge an additional $50 fee for processing the payment.For all projects, the processing fee is charged each time you fund a milestone or give a bonus.



Fixed-Price Protection for Clients
Translance Fixed-Price Protection uses escrow to help you get the work you've asked for and your freelancer gets paid for work completed. When making an offer, you'll make a deposit to escrow to pre-fund the first milestone of work. Upon receiving and approving that milestone, we release payment to your freelancer.
Define and Pre-fund Milestones
Before any work begins, you and your freelancer will agree on certain work milestones and how much you'll pay for the completion of each milestone.
· You can define, submit, and pay for one chunk of work at a time, or plan out all milestones ahead of time.
· For larger projects, a small first milestone can be a best practice to allow you and your freelancer to work together and earn each other's trust before continuing on with the project.
· Before your freelancer starts working on a milestone, you'll pre-fund the payment for that milestone into an escrow account.
· We collect this escrow deposit to confirm your ability to pay, but payment is dependent on your satisfaction with your freelancer's work, as provided in the escrow instructions.
To make an offer and set up your first milestone:
1. Make a fixed-price contract offer on a freelancer's submitted proposal or on their profile.
2. Make an escrow deposit for the whole contract amount or a smaller milestone.
3. Describe the work expected in exchange for the amount deposited so there will be a formal record of what your freelancer is being asked to submit.
Receive Work
Please discuss with your freelancer ahead of time how you'd like any files or other work product delivered to you. Files can be sent using Translance collaboration tools or whatever third-party solutions you prefer. When your freelancer submits a milestone for your approval, it's important that you have some way to review their work.
Review & Approve a Milestone
You'll be notified that your freelancer has submitted work for your approval. You must review it in a timely manner and either approve the milestone or ask for changes.
· You have 14 days from the most recent submission on a milestone to review and approve or request changes. Approval releases the payment from escrow to your freelancer.
· If you fail to respond to a submission within 14 days, the escrowed funds are automatically released to your freelancer.
To approve a milestone submission:
1. Click the review link in the submission message or go to Freelancers and click the Review & Approve button.
2. Review the submitted work.
3. Select the Approve option.
4. Click Approve & Pay. The funds will be released to the freelancer (pending the standard security period).
To request changes to a milestone submission:
1. You'll be notified that your freelancer has submitted work for your approval.
2. Click the review link in that message or go to Freelancers and click the Review & Approve button.
3. Review the submitted work.
4. Select the Request Changes option.
5. Write a message to your freelancer explaining why you can't approve the work and what changes are needed.
6. Click Send Change Request. Your freelancer will be sent your response immediately.
To create another milestone:
1. Go to Freelancers and click the Create Next Milestone link.
2. Name the milestone, specify an amount, and describe the work to be done.
3. Click the Deposit button. You can set up multiple milestones ahead of time, but the freelancer can only submit one at a time (in order from oldest to newest).
Pay for Work
All escrowed funds are covered by Fixed-Price Protection, but you'll still have control over payments to your freelancer.
· If you refuse to pay for a completed milestone, escrowed funds won't be released back to you unless your freelancer approves the return or the matter undergoes dispute mediation.
· Your freelancer may also file an escrow dispute if you fail to release funds for a completed milestone.
· Protection won't cover milestone payments in excess of the amount in escrow, funds from unverified billing methods, or additional amounts that are discussed or promised between you and your freelancer.
· See the Fixed-Price Escrow Instructions for more details, including our Escrow Dispute Assistance Policy.
To receive an escrow refund:
1. On the End Contract form, choose dispute.
2. The freelancer will be asked to approve or dispute the return of your deposit.
· If they approve, the funds will be returned to your billing method.
· If they dispute, the case will be reviewed by Translance.
· If they fail to respond within seven days, the funds will be returned to your billing method automatically.


Getting Started as a Freelancer
You can apply to jobs right away, but you’ll have a better chance at getting hired if you do a few things before you apply:
· Complete your freelancer profile (including skills, portfolio, and certifications), which serves as your Translance resume and is your most powerful tool for getting hired.
To perform a job search:
1. Go to the Find Work tab, and select Find Jobs.
2. Type a basic keyword search in the box, or click the Advanced Search link for more options. 
3. On the Search Results page, use the filters on the left to further narrow your results
To submit a proposal:
1. When you find a job you want, click its Submit Proposal button. 
2. Write a customized cover letter and choose an hourly rate or bid. 
3. Click the Apply to this Job button to submit your application.
To check the status of a proposal:
1. Return to the Find Work tab. 
2. Select Proposals to check the status. 
3. Also check your Messages tab and Notifications icon often.
To add a payment method:
1. Go to the Account menu at top right and select Settings.
2. Select Get Paid
3. Choose and set up your preferred payment method 
How do I get started as a client?
The Basics
Getting started on Translance is simple, and the easiest way to get the job done is to break the process into three phases:
1. Before you hire 
2. Hiring 
3. Doing the work
The Details
Before you hire:
· Fill out your company name, tagline, description, (no email addresses, phone numbers, or chat IDs and website URL, please), then upload your company logo. 
· Add and verify your payment method. (Important! You can't hire without this.)
Hiring:
· Evaluate your applications and shortlist those you like. 
· You can also search for qualified freelancers and invite them to apply.
· Message your best applicants. You may want to consider performing a round of email interviews to help you narrow down your applicant list even further. After your email interview, you can perform a phone, chat, or video interview. 
· Consider hiring a few top candidates for a test drive (a small, paid, trial contract) to help make the final decision.
Doing the work:
· Have a kick off meeting to establish ground rules on communication, expectations, availability, submitting deliverables, reviewing progress, and anything else you can think of. Introduce your new freelancer to the rest of your online work team and make sure they have contact information for everyone they'll work with.
· Communicate with your freelancer regularly. 
· Review work in progress regularly using the  project deliverables, and progress reports. 
· Manage your project using Reports. 
· Ensure that billing and payments occur on time according to your contract. 
What is a Job Success Score?

A freelancer’s Job Success Score reflects their reputation on Translance based on direct client feedback and other indicators of client satisfaction. It combines metrics on their clients’ public and private feedback, long-term client relationships, client rehires, and contracts that don’t result in work delivered. Top freelancers on Translance typically have a score of 90% or higher, which indicates an overall track record of meeting or exceeding clients’ work expectations.
Small differences between scores, say 91% versus 93% are less important than large differences. Freelancers with scores of 90% and above have consistently delighted their clients. A freelancer with a score in the 80s has done solid work but also has indicators that their clients see some room for improvement. Scores of 79% and below may indicate that the freelancer has been struggling to meet their clients’ expectations.
What metrics does the Job Success Score include?
[image: jss.jpg]
The inputs above are used to calculate a freelancer’s score. Green inputs are positive factors and gray inputs are those that can detract from a freelancer’s score. Contracts without activity (work delivered) and an excessive lack of feedback can indicate that a freelancer is regularly not meeting client work expectations.


Can I be both a freelancer doing work and a client hiring on Translance?
Yes, you can be both a freelancer and a client on Translance! You'll use the same account to log in to Translance, but the two parts of your account will be kept entirely separate. You'll be able to easily switch between the two as needed.
If you're a freelancer now, but would like to hire others as a client:
1. Click the Accounts menu and choose Settings.
2. Click the Create a company link at the bottom of the settings list on the left.
3. Choose Create a client company.
4. Once set up, use the Accounts menu to switch between using Translance as a client and freelancer.
If you're a client now, but would like to do work as a freelancer:
1. Click the Accounts menu, choose Settings, and then click My Info.
2. Click the Create a New Account link at the bottom.
3. Select New Freelancer Account.
4. Once set up, use the Accounts menu to switch between using Translance as a client or freelancer.
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What browsers does Translance support?
Translance officially supports the current and most recent previous version of these browsers:
· Google Chrome
· Mozilla Firefox
· Microsoft Internet Explorer
· Microsoft Edge
· Apple Safari
All users, regardless of browser, must enable TLS protocols to securely access the Translance website and app. Translance has disabled SSL protocols as outdated and insufficiently secure. This is generally only an issue on older Windows systems.

Freelancer Violations and Account Holds
You are expected to comply with all Translance Terms of Service and the failure to do so can result in account holds. Account holds lead to account interruptions, and consequences could include the inability to continue working on Translance and the loss of your hard-earned reputation.
Knowing and following your obligations when using Translance is essential for you to thrive on Translance and earn Top Rated status. If you notice unsafe behavior, don't hesitate to use the "Flag as inappropriate" link on project posts or profiles. Together, we maintain a vibrant and safe marketplace.
Here are the most common violations (and how to avoid them):
· Identity Uncertainty and Account Sharing: Be yourself! Provide your own accurate and verifiable information and use a clear photo of yourself. Don't allow anyone else to use your account and don't ever log into one of your clients' accounts on their behalf. Instead, have them add you to their team with the appropriate permissions. Respond quickly to all requests to phone verify or ID verify. 
· Receiving Payments off Translance: Always receive payment through Translance. If a client proposes to pay you outside of Translance, decline and let us know.
· Failing to Perform on Your Contracts: When you accept a project, you promise to complete the work and to deliver high-quality work. In addition, the you must accurately describe your business, your skills and qualifications, and the services you offer. Misrepresenting your abilities or failing to fulfill your contract responsibilities can result in low client satisfaction and payment disputes. 
· Multiple Logins or Wrong Account Type: Use the same login for all work on Translance, whether you're selling your own services as a freelancer, managing an agency, or hiring others as a client. 
· Contact Information Sharing: Keep contact with potential clients inside Translance. Your profile can't include your email, Skype contact information, or links to any sites that include a way to contact you outside of Translance. This includes a link to your personal website or a third-party profile or certification (like LinkedIn).
· Spam and Harassment: Treat everyone with respect and professional courtesy in all communications. Tailor your applications to the needs of each job and client. Don't send the same cover letter repeatedly or excessively message anyone.
· Feedback Abuse: Great feedback is earned, not forced. Don't pressure clients to give you good feedback, and don't withhold work until feedback is left. It's OK to let clients know that you strive to provide high-quality work and to earn a good rating, or to ask for feedback to be left.
Account holds for any of these reasons will be counted on My Stats and disqualify you from Top Rated status for 90 days after your account is resumed. We strongly suggest you review the full Translance Terms of Service.

Translance Payment Protection
Translance Payment Protection helps give security and peace of mind to clients and freelancers working together on all projects.
[bookmark: fp]For all projects—when a client pays a freelancer for deliverables —this program helps ensure that clients get the work they’ve asked for and freelancers get paid for work completed. With Translnace Payment Protection, clients making fixed-price offers deposit a milestone payment into escrow before work begins. Upon receiving and approving the work, payment is released to the freelancer.
Get more details about how Fixed-Price Protection works for clients and for freelancers.
See the Translance User Agreement and Fixed-Price Escrow Instructions for full terms and conditions.

What is a fixed-price contract?
For Clients
Creating an offer:
· Negotiate a non-binding bid for the full project or break it up into milestones.
Working on a contract:
· Funds are deposited into escrow. You review and release payment for a series of milestones as they are submitted.
Protection:
· Covered by Translance Fixed-Price Protection.
Payment:
· You submit deposits into escrow to be released at the completion of a milestone or project.

For Freelancers
Creating an offer:
· Negotiate a non-binding bid for the full project or break it up into milestones.
Working on a contract:
· You complete and submit a series of specified milestone deliverables to the client.
Protection:
· Covered by Translance Fixed-Price Protection.
Payment:
· Jobs are paid into escrow and released at the completion of a milestone or project. Funds become available after a security hold period of 6 days.
Why Shouldn’t I Pay or Get Paid Directly?
Whether you’re a freelancer or a client, you can be assured that payments made through Translance are safe, timely, and hassle-free. That’s because Translance requires all payments to go through our platform and offers Translance Payment Protection for all contracts.
·  Escrow helps ensure clients get the work asked for and freelancers get paid for work completed.
If a client or freelancer suggests that you accept a payment or pay them outside of Translance, report it to us immediately. Our staff will investigate and take action as appropriate. Sending or receiving payment directly is considered circumvention, and is a violation of Translance Terms of Service. Engaging in circumvention can result in account suspension and costly penalties.


Report Suspicious User Activity
Flag Job
See a job or invitation that looks suspicious or inappropriate? Please flag it for our review. To flag a job as inappropriate:
1. Click the Flag as inappropriate link located at the upper right of every job and public profile on Translance.
2. Select a reason you think the posting is inappropriate.
3. Click Submit.
This sends a notification directly to Translance, allowing us to investigate and take the appropriate measures. Please note, we cannot respond to all notifications, but do review each one carefully. We will not share your identity with the user you flagged.
Flag Profile
Please flag any profile you see that contains violations of our identity policy, such as fake names, logos as portraits, and duplicate accounts.
To flag a freelancer:
1. Click the Flag as inappropriate link at the top of the freelancer's profile or job application.
2. Select a reason you think the profile is suspicious.
3. Click Submit.
When you flag a profile:
· A support representative will review the profile and take action as appropriate.
· We will not share your identity with the user you flagged.
Report Client
If you ever come across inappropriate or suspicious client behavior, please save evidence of your experience and get in touch with us as soon as possible.
It is time to contact Customer Support when a client:
· Asks you to pay money to get a job, including things like reimbursable site registration fees and assurance deposits.
· Requests you contact them directly via email, chat, or other means to interview or hire you on a contract.
· Inquires about your contact information, such as your email address, chat IDs, or phone number.
· Offers to pay you directly via PayPal, Western Union, or another method outside of the Translance finance system.
· Tells you to start working before they hire you to an official Translance job contract.
· Tries to blackmail you for good feedback.
While the suspicious activities listed above are clear-cut cases of times when you should contact us, other situations may require you to make a judgment call. Be cautious of clients who ask you to:
· Take a test that looks like work for free
· Create custom samples of your work for free
In these situations, ask yourself, "If the client asked every candidate to submit this kind of test, would there be any point in hiring someone?" If the answer is no, please report the client by flagging the post as inappropriate or contacting Customer Support by clicking here.
If the test seems appropriate but is going to take a significant amount of time, ask the client to hire you for a small trial contract, known as a test drive, instead.
Report Freelancer
If you believe your freelancer has violated Upwork's rules or Terms of Service, please contact Customer Support by clicking here to report the inappropriate behavior. In general, when you contact Customer Support please be prepared to provide a clear account of the situation and any proof you have, such as chat transcripts and email messages.
My Account 
Contact Translance Customer Support

Need help? Press the "Help & Support" button on the footer of the home page or link in the right hand column next to profile under question mark. You'll immediately see a list of popular FAQs. It'll update when you select your user type (a client or freelancer).
To continue, choose a category and subcategory. For some categories, we’ll show you the most frequent question and answer. If your question is not answered you can you can always get support. Please provide as much detail as you can. We'll try to find the answer for you with this additional detail. 


To change your password:
    Go to the Accounts menu > Settings > Change Password
    For maximum security, leave checked the box to "Require all devices to sign in with new password." This will close out your sessions on all devices until you log back in.

To change your security question:
    Go to the Accounts menu > Settings > Change Security Question
To reset a forgotten password or security question:
    Make sure you have access to the email address on file with Translance.
    Click the Forgot Password reset link on the login form or the Forgot Security Question reset link on the security form.
    Enter your email address. We will then send an email which will allow you to reset your password or security question. Be sure to check your spam, junk, and/or trash folders if you can't find the reset email. This email is time sensitive—the reset link will only work for one hour.
    Follow the email's link to set a new password or security question.
If you suspect that someone has compromised your account:
    Change your security question. Do this first.
    Change your password, leaving checked the box to "Require all devices to sign in with new password."
    Then contact Customer Support by clicking here to report the problem.
Tips:
    Don't share your password or security key with anyone and never allow others to log into your Translance account.
    Your password and security key are case sensitive.
    Your password and security key should be easy for you to remember and hard for others to guess.



Identity Verification
Translance may require verification of any user to uphold the Translance Terms of Service. Possible reasons Translance might require you to verify your identity include:
· To determine ownership of duplicate accounts
· To determine ownership of linked accounts
· To assist you in resuming your account
· To determine ownership of accounts showing suspicious or high-risk activity
· Know Your Customer (KYC) program compliance
· Any other reason that Translance deems appropriate, including random checks to maintain the integrity of the marketplace
Documents Required
You will need to scan two documents in order to verify your identity. Don't crop, rotate, touch up, adjust colors, or alter the images in any way.
1. Your current, valid government-issued photo ID
· This ID must include your picture, signature, name, date of birth, and address, with the exception of passports, which don't need your address.
· The image must be a color scan that shows your photo and required data clearly. The four edges of the ID card must be visible in the scanned image. If the expiration date is on the back of your photo ID, then you should send us a scan of the back of the card, as well.
· Acceptable documents include passport, national ID card (NIC/CNIC), driver's license, NBI Clearance (Philippines only), tax ID, voter ID, postal ID, or any other valid government-issued photo ID that meets the criteria above. Even when issued by a government agency, we can't accept documents like student IDs, employee IDs, or library cards.
2. A recent billing statement
· Your name and address must be visible.
· The utility company or bank address information must be visible.
· Your account may be a joint account, but your name must be on the account. Your address must match the location information you entered on Translance. Your name must match both your Translance account information and your government ID.
· The dates on your scanned statement must be within six months of the date you upload them.
· Acceptable documents include bank statements, credit card statements, utility bills, or any other monthly bill that meets the criteria above.
Prepare for Verification
Before you begin:
· Gather and scan the necessary documents.
· If you need to verify the authenticity of an identity verification request, contact support.
Your Translance profile must be consistent with your verification information:
· Translance profile picture must be consistent with ID picture
· Translance profile address must match address on statement
· Translance profile name must match both government ID and statement
· Translance profile payment methods must match name on government ID and statement or provide additional documentations showing legal authorization/ownership.
If you are unable to verify your identity, Translance may, at our discretion:
· Suspend payments from your account
· Suspend all of your contracts
· Revoke the Translance Payment Protection for your existing contracts
· Suspend or close your account
· Suspend or close suspected duplicate accounts
Warning—Deliberately uploading falsified documentation is a crime and violators will be permanently suspended. Translance may report users who attempt to send fake or falsified documents.
Identity Review Process
Translance will review your uploaded content to ensure it matches our criteria. This usually takes three to four business days. Translance will notify you when we complete the review. In addition to the verification process above, may require you to submit additional documentation or a short video. In some cases, it may also be necessary to contact you for a live video call.


Eligibility to Join Translance
With a few exceptions, most everyone over the age of 18 who has an Internet connection can join and work for clients on Translance, and we're proud to support a thriving network of global freelancers.If you are living in the U.S., you need to be either a permanent resident or a citizen to work as a freelancer on Translance. 
Federal Law restricts Translance from conducting business with individuals and entities based in certain countries. Businesses or individuals in the following countries are not permitted to register for accounts or utilize our platform:
In compliance with Federal Law, Translance does not conduct business with individuals and entities on a list called the Specially Designated Nationals ("SDN") list. 
Finally, if you have been suspended from Translance in the past you are not allowed to work on our platform again.



Know Your Customer (KYC) Identity Information
Know Your Customer (KYC) is a program to ensure a person is who they say they are and does what they say they are doing.
The review process is handled behind the scenes on an as needed basis. Occasionally we will reach out directly with requests for ID Verification. Our goal is to simply ensure the identity and information provided by a user is accurate, and that Translance is being used in the way it is intended.

Close my account
Before you close your account you must clear any outstanding open, active, or pending activity.
NOTE: Closing your account cannot be undone.
Freelancer
If you wish to cancel your freelancer account, you must first:
· Close all open contracts
· Close all open proposals
· Ensure all payments have been received and withdrawn from Translance.
To close your freelancer account:
Contact us by sending a close ticket via “Get Support”
If you are also a client, that part of your account will remain active.
Client
Only the company owner can close a client company. First you must:
· Remove all other team members from the company
· Close all open contracts associated within the company
· Close all open jobs associated with the company
· Ensure all outstanding billing is paid within Translance.
To close your client company:
Contact us by sending a close ticket via “Get Support”
If you are also a freelancer, that part of your account will remain active.
Company account 
Edit Company Information 
Your company profile is an opportunity to give freelancers more information on who is posting a job. To edit your company profile:
1. Go to the Accounts menu > Choose Settings > Click “My Info”
2. Click the “Edit” button in the Company Details section > Make your changes
Your contact information is required, but is not shared with your freelancers. To edit your company contact information:
1. Go to the Accounts menu > Choose Settings > Click “My Info”
2. Click the Edit button in the Company Contact section > Make your changes
If you use Translance as both a client and freelancer, you’ll need to update your contact information separately in the Settings for each part of your account.
Edit company information
To edit your company profile:
1. Go to the Accounts menu > Settings > My Info
2. Click the Edit button in the Company Details section and make your changes
3. Mark the “Reveal company details” checkbox if you want this information visible to freelancers on your job posts
To edit your company contact information:
1. Go to the Accounts menu > Settings > My Info
2. Click the Edit button in the Company Contact section and make your changes
If you use Translance.net as both a client and freelancer or agency, you’ll need to update your contact information separately in the Settings for each part of your account.
Apps and messages 
Most file types are accepted, including .doc, .docx, .pdf, .txt, .ppt, .gif, and .png. The acceptable file types are the same everywhere attachments are available (proposals, job posts, messages, etc.).
Unsupported file types include:
.ade, .adp, .bat, .chm, .cmd, .com, .cpl, .exe, .hta, .ins, .isp, .jar, .jse, .lib, .lnk, .mde, .msc, .msp, .mst, .pif, .scr, .sct, .shb, .sys, .vb, .vbe, .bs, .vxd, .wsc, .wsf, .wsh
Use Messages
Messages is a chat-based communication and collaboration platform. You can chat with your clients, freelancers, and team members in real time or have the conversation waiting for them when they come online.
· You can view your conversations in two formats. There's a recency/unread view and also a categorized view for you to see your favorites, interviews, rooms, and people.
· All your messages will be saved in the "room" that you have a conversation in. A "room" contains all the conversations you've had with a particular person (or group of people).
· Email notifications of messages are sent to the email account you have registered with Translance by default. You can reply to Translance Messages from these email notifications. If you don't wish to receive email notifications, click on the Settings gear icon (top right corner) and click on Notifications.
· You can attach files or link to your Dropbox account from within your Translance Messages. Just click the paperclip icon in the message box to add.
· Take notes directly in a personal notepad while chatting. Access your notes any time by clicking on this icon. Your notes are only visible to you, and are specific to the chatroom.
Where do I get the mobile & desktop apps?
These apps are under construction.
Translance Messages Connection Troubleshooting
Types of Errors:
· Unable to Load Messages error or Messages panel fails to load at all (no error displayed)
· Unable to Authenticate User error
[bookmark: load]Unable to Load Messages
Receiving Translance messages requires WebSocket technology. If you try to access your messages and see a loading spinner that never resolves, or an error that linked you here, it appears your system is unable to make a WebSocket connection to our servers.
Testing WebSocket Connectivity
You can use the websites listed below to test your browser’s WebSocket connectivity. Be sure to use the same browser you use to access Translance. These websites will determine if your browser and computer are enabled for WebSocket communications.
· http://websocketstest.com/
· https://www.websocket.org/echo.html
If you are unable to use Translance Messenger even after successfully testing with these websites, please contact us via the desktop app. If you find that WebSocket is blocked, see the suggestions below.
If possible, please run the following diagnostic in the Chrome console before contacting us to help our team assist you.
1. In the Chrome browser, go to a page experiencing the issue (Messages).
2. Press Ctrl+Shift+I (on PC) or CMD+Option+I (on Mac) or View > Developer Tools > JavaScript Console and then choose the Console tab.
3. Click Ctrl-Alt-D and wait until the tests complete, then create a screenshot if there are any errors.
Software That Blocks WebSocket
Some virus scanners, firewalls, and other software products are known to interfere with WebSocket connections. Below are software known to block WebSocket connections and steps to work around the problem.
ZoneAlarm Firewall
Unblocking Translance.net Message Tab
1. Open ZoneAlarm Antivirus and select the AntiVirus and Firewall panel.
2. You will get two options: Basic Firewall and Applications control. Click on Configuration of Applications control configuration.
3. Click on the See Programs button to get a list in a new window.
4. Locate the browser that you use to access Upwork.com. Click on each option for that browser and set "allow."
AVG
Unblocking Translance.net Message Tab
· Open AVG, go to the home window, and select the firewall panel.
· Go to the General options and choose Interactive mode.
· Go to Applications and add a new rule to allow incoming and outgoing connections to your browser.
Kaspersky Anti-Virus
Unblocking Translance.net Message Tab
If you have interactive mode enabled and are asked to allow or block https://www.Translance.net/, just select Allow access to the whole site. Otherwise:
1. Open the Kaspersky interface.
2. Go to Web Policy Management.
3. Select your user profile and click on Configure Restrictions.
4. Select the Internet tab, click on Add Exclusions, and click the Add button.
5. Type https://www.Translance.net/, and click the Add button.
Other Software
We have also had reports of some earlier versions of the software below breaking WebSocket communications
· Avast
· Bitdefender
· IOrbit Malware Fighter
· Internet Download Manager
· Superfish Visual Discovery
Please contact your software vendor’s support to determine how to configure the software to allow WebSocket communication.
[bookmark: user]Unable to Authenticate User
Translance Messages requires browser cookies to connect with your account. If your browser blocks cookies, you must add tl.upwork.com to the exceptions or trusted sites list to access your Messages tab. Or you can enable cookies.
To add tl.upwork.com to your list:
Chrome
· Click the Chrome menu and choose Preferences.
· Scroll to the bottom of page and click the Show Advanced Settings link (or type “cookies” in the Search Settings box at the top).
· Click the Content Settings button.
· In the Cookies section click the Manage Exceptions button.
· Add tl.upwork.com, set to Allow, click the Done button.
Firefox
· Click the Firefox menu and choose Preferences.
· Choose the Security tab.
· Click the Exceptions button.
· Add tl.upwork.com and click the Allow button.
Note: If you are using a browser other than Chrome or Firefox and need assistance enabling cookies or adding Upwork as a trusted site, contact the browser’s customer help center or support team directly.
Manage my email notifications
You can opt out of receiving emails about many types of Translance action. You can opt back in anytime.
To change your notification settings:
1. Go to the Accounts menu, choose Settings, and then click Notification Settings.
2. By default, all checkboxes are selected. Clear any checkbox with a notification you don’t want to receive by email.
3. Save your changes.
Sorry, but you can’t opt out of every Translance message. Some of them are required. (And we promise not to send them too often.)
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