
Experience a safer and more 
open world

Item Booking
TrakaWEB – features

Functionality within TrakaWEB
• Creating, viewing, amending and deleting bookings. A Booking can be for up 

to 5 items and can be for a single user or any one of 5 specified users. Items 
being booked for a user can include items that user would not normally 
have access to

• Defining those users allowed to make booking for themselves and those 
users allowed to make bookings for other people. Defining users permitted 
to override bookings

• Sending email confirmations for bookings created, modified or deleted; 
sending email notifications in the event of booked items being overdue or 
unavailable, or if a booking has been overridden

Functionality within Traka Touch (Locker or Cabinet)
• If other users want to remove the item in the period prior to the booking, 

the system will advise them of the booking and prompt for their 
confirmation that they will return the item in time for the booking

• Allowing the intended user to remove the booked item(s) at the 
appropriate time (and note, this can include an item which this user does 
not normally have access to)

Item Booking is an optional, chargeable 
facility within TrakaWEB and Traka Touch 
enabling authorised users to ‘book’ a specific 
item for some future date/time. It includes 
functionality within TrakaWEB and the Touch 
Locker or Cabinet summarised right

This powerful and versatile facility can help 
organisations manage their keys and assets 
to best effect, helping staff plan ahead and 
ensuring keys/assets are available when they 
need to be used.



Self-Booking or Central Administration:
• A special software permission given to a user that allows 

them to create or amend their own bookings.

• Likewise permission can also be given to create bookings 
for other users for example to a booking administrator.

• The software permissions can be restricted so that 
only the Booking summary page and Booking wizard 
are accessible to the end users making an effective 
self-booking web portal. Alternatively the users can be 
granted access to other areas of TrakaWEB as well.

Booking Summary Page:
When a user accesses the Booking summary page in 
TrakaWEB, they will be shown a Booking Gantt Chart 
of all bookings that relate to them, or in the case of an 
administrator, other users bookings as well. The chart will 
offer the ability to zoom in and out (e.g. 1 hour to 1 year).

To complement the Booking Gantt Chart, there will also be a 
Booking List on the landing page that will show the details for 
any given booking.

Booking Wizard:
A simple booking wizard will guide the user through making 
a reservation asking for the following information:

• Where – is it being collected from

• Who – is the booking for

• When – is the booking active

• What – is being booked

The booking wizard is designed to make the booking process 
simple for the end user by automatically filtering available 
options at each step based on information from previous 
steps.  
The wizard also ensures that duplicate bookings cannot 
be made and that region visibility rules are fully taken into 
account.

Multiple Users & Items:
Item Booking will allow up to 5 Users and 5 iFobs/Items to 
be assigned to a booking. As TrakaWEB allows multiple Item 
records to be attached to a single iFob record, if a booking is 

made on an Item that is connected to other Items via a single 
iFob, then all Items will be inherently booked at the same 
time. The maximum number of Items and Users that can be 
associated to a booking can be configured within the Admin 
Utility, but not more than 5 users or items.

Booking Override:
In the case of situations where an Item may need to be 
accessed by another user when a booking is currently active, 
a special user credential can be granted to an administrator 
to override an active booking. This is granted in the System 
Access section of the User Details.

Restrict Future Bookings
An option is available to configure how far in the future an 
Item Booking can be made for all users through TrakaWEB. 
This option is configured within the Admin App and will 
affect TrakaWEB only.

Booking History:
Whilst the Booking Summary page will show all active and 
future bookings, a separate audit trial will be made available 
in the reports section of TrakaWEB listing all past bookings 
that were made.

Exception Alerts:
In order to reduce the administration overhead of items 
not being returned before or after a booking, 2 new events 
will be available in the email notification utility: ‘Item not 
returned at end of booking’ and ‘Item not returned prior 
to booking’. The notification rule can be configured to 
automatically notify the associated user holding the item.
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Items Removed Before Booking:
In order to maximise the availability of Items, Traka Touch will 
not restrict the access of Items prior to a booking however it 
will warn a user if there is a pending booking, informing them 
when the Item needs to be returned.

Items not Taken
A sub-configuration option is available which can be used 
to cancel a booking if the items have not been taken within 
a configurable timeframe from the start of the booking. For 
example, an Item Booking has been set to begin at 09:00 and 
the cancellation timeframe is set to 30 minutes. If the user 
attempts to remove the item at 09:35, it will already have 
been cancelled. The timeframe can be set as follows: 
• 5–60 minutes 
• 1–24 hours 
• 1–365 days

End Booking upon Item Return
A simple sub-configuration option is available when Item 
Booking is enabled that will end a booking once one or all of 
the associated items have been returned to the system. This 
sub-configuration can be also used with the ‘Items not Taken’ 
option.

It is not a requirement that all of the associated items have 
to be taken and returned before this mode of operation is 
terminated. For example, if 3 items have been booked and 
only one has been taken, upon its return to the system the 
booking will end. If users want to book multiple items, they 
should consider removing all the items at once, or create an 
individual booking for each item.

Access via Booking Only:
Administrators will optionally be able to grant temporary 
access to items that users would not normally have access 
to, as part of the booking, provided that the user is active 
on a system. The ability to grant temporary access to items 
via a booking can be configured within the Software Access 
permissions.

Combining Bookings and Curfews:
The software will optionally generate an alert if an Item is 
not returned by the end of the booking. This in turn can be 
emailed to the user or administrator to inform them that the 
Item should be returned. This is important for back to back 
bookings.

Item Booking can be used in conjunction with Item/User 
Curfews. When an Item is requested at the Traka Touch, the 
most restrictive return date/time will be shown to the user. 
For example, if a vehicle is booked between 9am and 5pm 
but has 1 hour curfew set and the key is taken at 10am, the 
user will be warned to return the key at 11am and not the 
end of the booking.

Authorisers vs. Bookings:
If an Item is configured to require Authorisation at an 
iFob level (i.e. X iFob Authorisation), the authorisation 
requirement will be overruled by a booking as the booking 
itself (if done via an administrator) is effectively a form of 
authorisation.

Confirmation Email:
When a booking is created, amended or deleted,  
a confirmation email will be sent to the associated users 
provided their user record has an email address defined. 

Limitations (Number of bookings):
An individual Traka Touch system will store up to 1,000 
current / future bookings at any one time. TrakaWEB can store 
an unlimited number of bookings across systems.

Limitations (Functionality combinations)
This release of Item Booking can only be used in conjunction 
with ‘Fixed Return’ systems; it cannot be used in conjunction 
with ‘random return’ key cabinet or locker systems.

This release of Item Booking can only be used in conjunction 
with ‘manual allocation’ (of keys or locker compartments); 
it cannot be used in conjunction with FIFO or other forms of 
auto-allocation.

Cancel the Booking.
Users with the appropriate authorisation may cancel the 
booking if they don’t take the items, or when they have 
placed the asset back if they have finished using it earlier 
than expected. This makes the items immediately available 
to other users, rather than having to wait until the end of the 
booked period.

In addition, an option enables any booking to be 
automatically cancelled, if the user fails to take the item 
within a defined period of lateness, and/or enables a booking 
to be automatically concluded when the item is returned.

Define Booking timeframe.
Administrators will optionally be able to define how far 
ahead of time a user can make an asset booking.
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