
How to Set Up Appointments for
Marketplace Shopping on SignUp

1) Click on the SignUp button to open the scheduling options.

A) There will be times where we have scheduling options open for two
months at the same time, so there will be two buttons on the
website. Please make sure to double-check what month the buttons
correspond to so that you schedule your appointments correctly.

2) On the scheduling page, you will see each day broken into different time
slots. Each time has two available “spots” so that two different
households can shop at the same time. When you sign up, you will only
be registering for ONE spot during that time. Each household will be
able to schedule up to 2 spots per month on separate days.

3) Review the days/times to see which have availability. You can tell if a time
slot is open if the button on the right hand side is green and says “SIGN
UP.”



4) Once you have found an open time slot that works for you, click the green
“SIGN UP” button.

5) Enter your email in the blue box. Press the blue “Continue” button and, if
your email appears correct on the next screen, press the “Confirm”
button.

6) Please review our Condition of Services and then click the “I agree” box
on the bottom left of the page. After you check the box, click the blue
“Continue” button.

7) Enter your information on the “Participant Information” page. Everything
marked with a red asterisk is required. This information is private and only
you and FISH will be able to see it.

A) Enter your name in the box titled “Name.”

B) Make sure that the “# of Spots” is 1. Please note: Each time slot has
two available “spots” so that two different households can shop at
the same time. When you sign up, you will only be registering for
ONE spot during that time. Each household will be able to
schedule 2 spots per month on separate days.

C) Enter your phone number in the box titled “Phone.”

D) Enter how many people live in your home in the box titled “How
many people live in the home?”

E) Once your information is entered, click on the green “Save and
Done” button on the bottom right.



8) Once you hit “Save and Done,” you will be brought back to the scheduling
options and the time you signed up for should show up with a blue button
that says “MY SPOTS.”

A) Note: If you click the “MY SPOTS” button and select “Edit Spot”
from the drop down menu, you will be able to edit the information
you entered on the “Participant Information” page.



9) From here, you can schedule a second appointment for that month on a
separate day.

10) Once you are finished setting up your appointments, click the blue “Save”
button in the blue bar at the top of the page.

11) Once your appointments are saved, you will see the confirmation screen.
You will also receive a confirmation email with a calendar invite and details
about your appointments.

How to Cancel Appointments

If you cannot make it to your appointment or need to reschedule, please
cancel it through SignUp so that someone else can shop during that time.



1) Open up your confirmation email and click the link that says
“View/Change My Commitments.”

2) You will see a pop-up asking you to confirm that you are viewing this
under the correct email address.

A) If it is correct, click the green “Continue as [ ]” button, which
should list your name as you entered it when you scheduled your
appointment.



B) If it is incorrect, please contact us at help@broomfieldfish.org or
303-465-1600 so that we help cancel and/or reschedule your
appointment.

3) On the main scheduling page, find the appointment you need to cancel.
Your appointments should be indicated by a blue button that says “MY
SPOTS.”

4) Click on the blue “MY SPOTS” button. A drop down menu will appear.
Click the “Remove” option on that menu.

5) When the pop-up appears asking “Are you sure you want to remove this
participant?” click the blue “Yes” button on the bottom right.
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6) To save your changes, click the blue “Save” button in the blue bar at the
top of the page. You will then see a confirmation screen showing that your
appointment was cancelled.

If you have any questions or concerns about scheduling or canceling your
appointments, please do not hesitate to reach out to us at

help@broomfieldfish.org or 303-465-1600.
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