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This web-based USFR compliance questionnaire (CQ) form allows us to analyze information district 
auditors provide regarding the districts’ adherence to internal control and legal requirements and helps 
us determine districts’ compliance with the USFR. We redesigned the fiscal year 2019 USFR CQ using 
new software because the software vendor is discontinuing support for the product we previously used. 
Below are some helpful hints for using the redesigned form: 

1. Select the USFR CQ 7-19 form link for the web-based form from our website at Resources/School 
Districts/Forms.  
 

2. The form is very large and may take several seconds to initially load. This delay will also occur when 
you select “Save” or “Submit final.” These processes are explained in #15 below.  

3. Enter your email address twice for validation. Your email address is necessary to allow you to receive 
confirmation emails and retrieve and edit a specific district’s CQ. Although only 1 staff member’s email 
can be entered at a time, you can change the email address any time after the form is saved, and the 
updated email address will receive the subsequent emails.  

4. Select the district name from the drop-down menu and enter the fiscal year. Once the district name 
has been selected, it cannot be changed. If there was an error when selecting the district name, 
you must start over from the USFR CQ 2019 form link. Also, please ensure only 1 form is created per 
district.  

5. Hyperlinks in the Table of Contents are active, so you can click a specific area to work on in the CQ. 

6. You can use the Tab, Home, and End keys, as well as the keyword search function to move through 
the CQ. 

7. To populate the Yes/No questions quickly, enter “Y” or “N” in the field. Enter “N” again to select the 
“N/A” response.  

8. Spell-check is active in the “comment” boxes. Misspelled words should appear underlined. 

9. The comments fields are set to auto-size. When you finish a response or comment, tab or click out 
of the field, and the box will adjust to display the text.  

10. You can copy and paste wording from external documents (Word or Excel files) and include bullets, 
etc. Tables may also be added; however, they may not paste correctly without some individual 
formatting.  
 

11. If you need to stop working on the CQ before fully completing it, you can save the form. To do so, 
use the “End” key on your keyboard or scroll to the bottom, select “Save Form,” and follow the 
instructions described in #15 below. Once the form has been saved, the web address will change to 
a URL specific to that district; however, the URL will not include the district’s name. After selecting 
“Save Form,” you will receive an email confirmation that it has been saved. Please add 
noreply@jotform.com to your email contact “Whitelist” to prevent your email server from blocking the 
confirmation emails.  

 
12. When you have received the saved confirmation email, you can rename the link provided in the email 

as the district’s name and save the link in your “Favorites.” In addition, you can share the link with 
staff members by copying and pasting it or forwarding the confirmation email. Changing the email 
address at the top of the form after its initial creation will change who receives the saved confirmation 
email. After the form has been saved, you can add and save additional responses and comments by 
following the “Save Form” process. Please note, to ensure functionality, only 1 person can be working 
in a district’s form at a time. 
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13. Ensure all questions include a response (Yes/No/NA) before submitting the form. 
 

14. To finalize the form, auditors should select their firm name from the drop-down menu, enter the date 
at the end of the form, and type in the audit partner’s name and title.  
 

15. There are 2 submission choices: 
 

 No, this is not my final submission 

By selecting “No,” the form will be saved to the “cloud.” Once you select “Save Form,” an on-
screen notification will confirm it was saved, and you will also receive an email from “Arizona 
Auditor General’s Office- noreply@jotform.com” with an “Edit Submission” link specific to that 
district’s CQ. Each time the form is updated with additional responses and saved, the person 
whose email address is entered at the top of the form will get an email confirming the update. As 
noted earlier, the email address may be changed with each save, but only the email address 
entered at the top of the form will receive the subsequent emails. However, these emails can be 
shared with others, and they will be able to “Edit Submission” without changing the email address, 
and the changes will still be saved. The only indication of the update on the email will be the time 
stamp.  

 Yes, this is my final submission 

By selecting “Yes,” an on-screen message recommending that you review and print the CQ will 
be shown in addition to a button to select “Print Final Form.” We recommend using Google 
Chrome to create a PDF document to distribute to the district and ADE. To create the PDF, select 
File | Print, change the printer to Adobe PDF, and click Print. You will be prompted with a “Save 
PDF File As” dialog box where you can designate the file name and click save when finished. By 
printing the file to PDF, it removes the functionality of the form template and prevents any further 
changes.  

16. Select the “Proceed to Final Submission” button when you are ready. When this button is selected, 
an on-screen message asks you to confirm you are ready to submit the final form. After selecting 
“Submit Final,” you will not be able to edit the CQ. If a CQ is submitted with unanswered 
questions, we will follow up with your firm. 

 
17. After the final submission, you will receive an on-screen message confirming your submission 

followed by a confirmation email indicating the Auditor General’s Office has received the CQ.  
 

18. Auditors should continue submitting CQ PDF copies to ADE, the County School Superintendent’s 
Office, and the districts as they have done previously.  

If you have any questions, please call the Accounting Services Division at (602) 553-0333. 

 




