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EXPERIENCE PLUS PROFESSIONAL PORTFOLIO 

Current students are eligible to earn college credit by submitting a professional portfolio through Experience Plus. 

Professional portfolios showcase mastery of course learning outcomes by presenting documented life experiences and 

reflecting on how they link to course objectives. The portfolio is a comprehensive collection of documents, artifacts, and 

reflective components demonstrating professional life experiences.  

This training document provides step-by-step instructions for submitting a professional portfolio through Experience 

Plus. 

SUBMITTING PROFESSIONAL PORTFOLIO 

1. To submit a professional portfolio, navigate to http://liberty.edu/online/credit-experience-by-portfolio. 

 

  

http://liberty.edu/online/credit%20-%20experience%20-%20by%20-%20portfolio
http://liberty.edu/online/credit%20-%20experience%20-%20by%20-%20portfolio
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2. Click Portfolio Application.  

 

Note: Portfolio requirements differ based on the course level you select. Be sure to review the information provided on the page and follow 
the requirements for the portfolio. 

 

3. Click Submit a New Request.  

 

4. Ensure the submission drop-down is set to New Submission.  
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5. Select a school of study by using the Choose a School drop-down menu. 

 

6. Select the applicable course you would like to submit by using the Choose a Course drop-down menu.  

 

Note: After submitting a request, you will have 16 weeks to submit your portfolio before the submission expires or you will have to submit a 
new request. 

7. Review each question’s prompt.  
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8. Thoroughly answer each prompt by using a separate Word document for each question.  Ensure you connect your 
documented years of experience evidence or an artifact to the narrative by thoroughly explaining how the evidence 
or artifact shows mastery of the prompt.  

 

Note: Properly format your documentation according to the guidelines and ensure your response includes academic research, if requested. In 
addition to your Word document, you must attach documented years of experience evidence or artifacts, such as a resume or Curriculum 
Vitae, for each question.  

9. Complete the narrative response for each question and gather all documented years of experience evidence and 
artifacts that support your narrative.  

10. Once you have all the narrative responses for each prompt and all of the documented years of experience evidence, 
return to the Portfolio Application.  
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SUBMITTING YOUR DOCUMENTS 

11. Locate the first question and then click Edit Documents.  

 

12. A dialogue box will open on the left-hand side of the screen. Click Choose Files.  
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13. Locate the narrative Word document that you created for this question. Select the file and click Open.  

 

14. Click Upload File. 

 

15. Next, click Edit Documents.  
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16. Click Choose Files.     

 

17. Select the file with your documented years of experience evidence (e.g., resume, CV, etc.), and click Open.  

 

Note: Repeat this step until all documented years of experience evidence and artifacts have been added to the question. 

18. Repeat these steps for each question in the Portfolio Application submission. 
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19. Review all questions to ensure that all documents have been added to each question.  

 

Note: Each question must include a narrative document and at least one piece of evidence or artifact documenting years of experience. 

20. Click Save All Answers and Submit. 

 

  



 
9 

21. Review the conditions for the Portfolio Application submission. Then, check the checkbox to confirm that you 
accept the conditions.    

 

22. Click Confirm Submission. 

 

23. Once you've submitted your portfolio, a faculty member will review it, and you will be notified if it is approved or 
denied. 
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24. If your portfolio is approved, you will earn transfer credits for this course. 

 

25. If your request is denied, you will have 2 weeks to review and address the feedback and resubmit the portfolio. If 
the portfolio is not resubmitted within 2 weeks, the submission will be archived and you will no longer be able to 
appeal the decision. 

26. If you decide not to submit your portfolio, click Delete to remove it from the list. 

 

 

 

Need Assistance? 

If you need assistance with the Experience Plus form or process, please contact EPlus@liberty.edu. 

http://eplus@liberty.edu/

