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breathe

The success of your company is about managing people not paper. You need an HR system
that is easy to manageand employee friendly. breathe stands out from the crowd both for its
simple product and responsive support.

HR Service Centre haspartnered with breathe to provide clients with an HR system that is
ideal for small to medium sized businesses. It is simple to use, affordable and allows you to
concentrate on what matters and that is growing your business.

With breathe you can:
1 Remove the admin of managing people
1 Improve employee interaction

1 Communicate with you r people

breathe provides:

Custom fields
Multi currency
Mobile access

Calendar views
Performance management—one to
ones, objectives and deliverables

1 Self service for employees 1 Document management
1 Detailed employee profile 1 Payroll export
1 Online holiday booking 1 Reports
1 Online sicknessrecording 1 Expenses
1 Sickness management 1 Time Logs
1 1
1 1
1

Safe and secure

Run nightly backup

Meet all UK data protection rules
Provide SSL/HTTP security

You own your own data

Provide tiered user access

= =4 -4 A

We understand entrusting personal data into a system can be daunting but the security of your
data is our number one priority. breathe exists on a RAID 10 array, making it very robust and
reliable. However in the extremely unlikely event of a major problem we do have a backup
policy. The system is backed up to an Amazon S3 storage bucket, which sets the standard in
terms of security and reliability. Backups are kept for seven days. In addit ion, a backup is kept
from the 1st of each month for three months.

The backup includes all client data and documents and is stored here in the UK. This is
designed to provide 99.999999999% durability and 99.99% availability of backup files over a
given year.



Logging in

You can personalise breathewith your o wn

logo to make it feel part of your systems. ". breathe

Note: breathe works with all the mam LOG IN TO BREATHE
browsers so feel free to use your favourite.

email address

password

orgot your password? | Didn't receive unlock instructions?

& breathe

Mobile A ccess

Adding a breathe log-in tile to your mob ile or tablet is a quick and easy task. By doing this,
you can gain access to your system at a click of a button.

Employees can now book holiday, report sickness and have access to the employee directory
on the go.

Log in using your breathe login and password, on the front page you will get a summary of
all the leave you have booked and also any company announcements

The tile acts like an App on your
home page giving quick, easy
access.

d love that | can book holiday when | am away
from the office and see company
announcements Michelle Pearce, Robinson
Reed Layton




Centralise your employee information

Keep all of your employee information and documents at your fingertips in one centralised
location. Our cloud -based system means you can acess data on the move. breathesoftware
works on all devices - PC, Mac, iPad, iPhone and Android

breathe has a place for all your employee records:

= =& —a —a

Quickly find what you are looking for

Share information with your management team
Run reports and spot trends

Universally accessible employee documents

Simple self-service software for employees

Managers and employees can keep information up to date with ease. No more paper forms
or email instructions so you have less admin to do.
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Analyse data and quickly identify issues - Our reporting suite will allow you to
extract reports and analyse metrics concerning your employees.

Reference company documents quickly - Built into the system is our Document
Management Workflow allowing you to attach important documents to personnel
files for ease of reference and retrieval

Protect your organisation - Audit your employee's actions. Every 'out of office’
absence is recorded, thus removing the doubt concerning employees remaining
leave and sick days taken

Customised to work where you work - Unlike many HR systems, our system puts
you in control by allowing you remote internet access to the system, wherever you
happen to be working in the world .

Give Recognition — Reward great work using peer to peer public recognition.
Empl oyees send “thanks” to each other

Know where your team are - The system has an extensive 'out of office' notification
and a holiday/sickness absence booking system, with email for authorisation .

Self Service Modules— So your staff can update their own personal data and access
limited information .



HR Dashboard

My dashboard HR dashboard EZ) Community

Y Wed 25 Jul

¥ 14 employees ] [ ¥ 1on holiday ] [ & 0 on other leave ] [ 21 0 sick ] [ 4 0 birthdays

At the top you have a summary. This will tell you the number of employees who are in the
system, who is on leave, who is sick and whose birthdays are coming up.

On the left side of the screen you have your tasks that you need to manage. You will see an
arrow next to each individual request. By c licking this arrow it will take you to a new screen
where you can see more detail about the task and action it.

On the right side, the system is telling you what is happening in the next 7 days. Who is on
leave, sick, has oneto-ones, training, birthda ys and work anniversaries.

My dashboard HR dazhboard £ Community

£ wed 25 Jul

% 34 ermpioyess | [ ¥ 300 noscay | [0 or otnerieave | [ @0 sk | Mo mrtnaars |

t pending change for 1empioyee

* Leave
2 urrezotved grievance Incidents
Susie Flow
14 emplovess with missing data Holdyy starts on 28/07/2018
2 employees awaring ther weicome emal
Joanne Clause
Hobayy starts on 27/07/2018
JTe review and approve ?
Soanne Clause
X Open leave requests % Holicay starts on 30/07/2018
n s
Barbara Keys
soiiday from 0a/DE/201E to 07/D8/20%3 e T
ﬂ Holiclay starts oo 01/08/2078
a2 Sicknesses
Ecd Bioggs

O work zince 05/04/20%3 G52 < Objectives due

Phil Coy S Joanne Clause
0t work zince M4/0x/2012 G5 BN ok with somecne new cus on 26/07/2018
-
n
Barbara Keys
From D7/D2/2018 to 07/02/2018 (1.0 day=) (B

Barbara Keys
From D1/02/2018 to 01/02/2013 (1.0 daw=) )

Joanne Clause
From D2/02/2093 to 02/02/2093 (10 cayz) [Ee)

Joanne Ciause
From 16/03/2018 1o %6/03/2018 {10 cavs) (et

Joanne Clause
From 14/02/2018 to 18/03/20% (10 cys) B

b -

~» Your pending one-to-one requests

Barbara Keys
Monthiy review




Automate your Holiday Booking Process

Our web based HR software gives you a simple process for holiday approval to save you time.
A central record is kept so that you know who is currently on holiday. The software let s your
team view their holiday allowance, check requests against an online team calendar.

My dashboard HR dashboard EZ} Community

MY LEAVE MY SICKNESS

X 89.0 hours

holiday available

1B 0.0 days

in the last 12 months

0 hours requested 0 hours booked
manage leave or view calendar or log TOIL

request leave

MY OBJECTIVES & DELIVERABLES

over 0 absences
view my sick leave

report new sickness
COMPANY DOCUMENTS

21 3 documents

to read

©» 0 objectives

and 0 deliverables

4 documents already read

suggest new objective

l view company docs 1

MY ONE TO ONES

¢ 0 one to ones

upcoming

You are able to request a one to one
view my one to ones

] request a one to one

MY EXPENSE CLAIMS

€ £0.00

in unclaimed expenses

view expenses

‘ add an expense ‘

Employees can submit holiday requests directly to their holiday approver for approval from
their dashboard. Employee holiday calculations are clearly displayed for them and they have

access to the calendar to see who is off.

CARRY OVER

29.0 days + 3.0 days +

additional 2.0 unuse

BOOKED & TAKEN AVAILABLE

< August 2015 >

Chris White I:' I:'
Graham Haynes _

Jennifer Middieton _

Louise Haynes .

Bosked Holiday  Other Leave Request Training

FILTER BY DEPARTMENT: | v

42S SaLSoArtte t20S i

on breathe ard how you can view the company

holiday calendar so you know who is off around
the same time as this is something that we did

y2i LINB@Az2dzate KIF @S A

Kinnear, UHY Hacker Young




Statutory Holidays

You can also allocate the statutory holidays based on the country the employee is based in. We
keep the statutory holidays up to date, so you do not need to worry about them.

Sickness/ Absence Management

With breathe every absence is logged, approved and analysed,Use the system to record and
track all employee absence— no matter what type. By having a central absence management
system you can be proactive and spot problems before they develop and monitor sickness

without adding extra admin.

®breathe

! Tom Brown
= Support Assistant

}
i b == = it
Sickness

Total sicknass Ho. absercas

5.0 days z

.....

o0

Eractford facto

20

Bays . wm . et



Calendar

Our calendar function shows you all the absence and meetings scheduled. It is automatically
updated and you can filter by Departm ent and type of absence.

Employees will also be able to view the calendar for holidays and training but sensitive
information such as sickness will be limited to the HR view.

*:breathe a : SO0 v
Dashboard Empiloyees ~ Recruitment - Reports Company ~ Configure ~ Help =
Calendar o o
Q | June ® 2018 & ©
All departments & All divsions & Al locations * Omly my employees
= Sicknesses M2 Holidays M Other leave M2 One to ones B Training
1 2 3 4 & L3 7 a °@ 10 1 12 13 14 15 16 17 18 19 20 2 22 23 24 25 26 27T B 2B 30
Avgai Thomson —
Bamy Jones ] | E—
Ben Jackson - I
Doris Humphreys —  —
Drylan Paterson S
P —— — 1 —
Jessica Smith _
Karta Jessop - —
Katvin Taet ) | [ |
Logan Clarke ——
Lucy Lews .
Nathan Jones | — -
Sacan Hardy
Staniey Hawet e =
Susan Haydock [ | == ]
Victoria Stewart
- == — — =} ]
Compgmicns gttt sy hwtdny  Gwmparyy iy Mbdaprrpemt  Covdimiey  Oimriees  Swmmgme)  Swes OmwOm Ty



Performance Management fiBeing a small company,
for mal review process. |
to give each team member their own

; ; s objectives and how they line up with company
Keeping on top of performance IS key within - a & objectives, making performance reviews more

employee performance: forward looking instead of just an occasional
chat. o Andrew Whiteley,

Keep notes of all one to onemeetings

Record actions and objectives

Link employee objectives with company goals
Notifications make sure meetings happen

= =4 -4 -9

®breathe Q SO0Ou

Dashbaard Employess = Recruitment = Reports  Company = Confgurs = Halp =

Abigail Thomson
l Sales Rep
& vvutia | W e | @sceness [ = tw
Performance
Mext one to cne Dbjectives due Drwercle Delverables due Objectives [L2M) Delisverables[12M]
27/04/2018 1 o 1 Alvove
Average
..... rr—— o L et 30 thrys S — 1t reint 30 s r— raeeey.
Comgany ineg. 005 Commpary reg. 0.0
Ot nnrin Dinjective E Cliwira b c-:n
A Abigail Thomsan
Sales e -
Oaa to ora) ea o Add objective
—_—I—

Review tste 0 N
Rrieutme il
- Bamdsnis

Losatian Herdantic:

breathe helps to manage your performance appraisals online. Keep your employees engaged
and motivated by letting them add their own deliverables.

Ensure objectives are met and all objectives are in one place so employees and managers know

where to find them. Employees have easy access to their objectives from the Dashboard.
Objectives can be linked to company goals so employees feel connected and motivated.
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Reporting

From the Reports tab you will be able to choose from over 20 ready-made reports. They can
be filtered down by departments or employees names. 90% of these reports can be exported
to excel, this enables you to combine reports.

Dashboard Employees ~ Recruitment ~ Reports Company ~ Configure - Help -

Reports

Reports Overview Demographics

¥ Absence reports ¥ HR reports
Qutstanding leave requests Pending employeas
Outstanding TOIL requests Joiners & leavers
Calendar Employee detsils changes
Holiday afowances Employes last logon
Leave overview Employee data export
Adustments Unverified emails
Cancelled leave

* Employee records

jectad leave ts
Rej e Birthdays & age details
& Sickness reporis DBS checks
Open sicknesses Emerpency contacis
Sickness overview Equipment
Annual sickness report Grievances
Sickness trands Disciplinaries
2 iD
£ Remuneration reports
g Jobs

Salaries

Length of senice
Additional payments

Medical facts
Benefits

Notes & reminders
Auto enrolment

Perzonal history
£ Expense reports

5 @ Performance reports

Expense claims

One to ones
Expenses

Objectives

Time log reports

e 9 Delverables
Time logs

Training

Kudos

¥3 Recruitment




Kudos

Recognise achievements. Say thanks. Boost employee engagement by making employees feel
appreciated with customisable messages. If enabled, anyone within a company can give
kudos, which allows HR to see who is really making an impact.

Barbara Keys ¢

Finance Advisor

% Leave || 0 Sickness || ™ Training || @ Performance
3 Company docs
Profile © DBS (= T

= Disciplinaries

Available holiday © o Objectives ©

€ Documents

42.0 days ® Emergency contacts [
£ Equipment

Summary Job Personal Custom Q History
@2 1D docs

& Jobs (~]

* Kudos
& Medicai facts I
[ Notes & Reminders
i Pay

[ Payslips

Name Barbara Keys barbara.keys@brth.eml|

Employee ref = & Permissions

ot yet verified A verify
Status Current employee @ Time logs
£ Work pattern & leave allowances
Last login 25 Jul 18 at 13:12
DDI .
g
Work extension Make someone’s day “
Nt Gonrty
Work mobile
LatestKudes 00
Skype Give a colleague Kudos to let them know they've done something ‘above and
[ b (g beyond’, or check out the latest leaderboard
it Sttein o
Tens fr g ve o Tt o fr ey W - oo g oor e Give some kudos to...
v toves nd s oen v. ot sy sk wd e h
ot -
Vert | ool o2 bor e i (N6 e e o L Kudos type..
wou i dpeat syl b bed o
"
Enter a message..
[P— JO— [US—
o
R e ®
Tk 4. 400 e
Cancel Give kudos
Recent sugesions (]
1eig0s i01gta atetae
Vet Gdwoddntoe by e ot duy
W be o f e

Soenas 1 e n e mpmazzze
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Company

Announcements - a great way to communicate quickly with

the company. You can choose what you post and how long it Company ~  Configure ~
is published for. This wild/l S our
accounts. Announcements

o Company documents
Company documents - useful to send any policies,

procedures or contracts etc. out to your employees. You can Company goals
set ‘read by’ dudave sclear audiytrailof t b
who has or hasn’t read the dc

Employee directory

Holiday calendar

Company goals - if you have any company goals, you can Organisation chart
post them in here and this will be available to view by all Ak
employees. When you set objectives you can also relate them Payslips import

to acompany goal. Payroll export
Employee directory - quick, easy access to employee contact Projects

details.

Holiday calendar - you can easily see who is off and when.

Organisation chart - automatically populated when you add Line Managers in.

Payslips import - if you work with Payrite you can upload your payslips in here.

Payroll export - a great place to see what changes have been happening in the system. We
recommend turning this on even if youwvehyon t want

useful functionality to run prior to payroll.

Projects- a place for you to manage any company projects.

13



PayroII (Compatible with Payrite software)

Within breathe you can export changes made to employees records to pass on to Payrolin
order to update employee information. This can be their personal details, job details and salary
changes. When you run the payroll export it will create an excel document containing all the
information that the payroll team needs to know in order to ru n the payroll correctly.

®breathe | [———— 00006

Welcome Dashboard Employees ¥ Recruitment ~ Reports Company ¥ Configure v Help ~ Recommend

Payroll exports

Employees that Non-binary Requiring P46
need data © genders © information ©

4 5 o

without NI or employees not defined new starters missing
employee ref 35 'male’ or ‘female Pasinformation

Search:
Creatod at 4 Createdby Change logs State Actions
14/11/201815:31 Jack Jones. 46 downloaded
14/11/2018 10:39 Jack Jones 8 downloaded
07/1/2018 %6:02 Jack Jones 10 downloaded
06/11/2018 15:24 unknown 32 ready
02/1/2018 14:08 unknown 491 downloaded

01/11/2018 1713 unknown 30  downloaded

Multi -Currency
Within breathe you have the ability to set a default currency for the company and adjust by

employee to match their payment currency. This is ideal if you have employees in different
countries.

Expenses
breathe also has the functionality to claim expenses.

This module of breathe is available from the regular plan upwards and you are able to
turn it on or off to suit your company’ s

14
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Expense claims [+ X}

Saes § Aldisions ] Alllocations ]
State
¥ Submitted M Approved ¥ Rejected ™ Completed
PR Do iter | iy twr |
P Paid to
m— — Gross employee Status
Bams " Dapartmest submitted apgroeed Mectiane
<] 3:;“" Salan Wioalaom - GBP GBP 0.00 E
20.00
8 Ewa Habas SR
e
-] E:.T,.. Salag MOSFMA VA GBP GBP 20.00 E
20.00
a
GBP GBP 50.00
50.00

Employees can manage their expenses from their dashboard and submit them with their
receipts for approval.

Time Logs

Within breathe we have also given you the functionality to log your time. This can either be
linked to projects or Logging overtime. This Module is available from the Starter plan and
upwards.

You will be able to see how individuals use their time as well as reporting on the whole
company.

g Abigail Thomsan
£ o
Sales Rep
& Fros X L= 1B Eickne ETaning || @ Parformar
Time logs o
Tram dats To date Select project B
Processed and cutstanding logs Creartime cnly .
Add time log
oo
Salect all Date”
Descrip
Aearch Duration [hours and minutes)
0
Dute f Dexcription Drarsticn Project Ovartima Frocessad Procsas / Expa N
17408 weting wikh GE 5hours and O minubes Mo i Mo averime
Company project
Shirieeg 10 ity se.

-
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Custom Fields

We have tried to give you most of the fields that as an HR department you require. But
we understand that you might require information that is a company requirement. For
this information we have created 5 custom fields. Three text fields and date fields.

CUSTOM FIELDS CUSTOM FIELDS
Custom Field - ( Text) [ Payroll Number

232511
Custom Field - ( Text) Name of Spouse
Custom Field - ( Text) B Gemma
Custom Field - ( Date ) Number of Children

Custom Field - ( Date )

e not yet configured the labe

count edit screen

1se you have not yet configured tl

account edit screen

Tasks

breathe helps you keep track of all your tasks leaving you to manage your business. breathe

will send you an email for all important employee -related tasks. Just login to action each
request.

L= TASKS

¥ EMPLOYEE DATA TO-DOS

®, SUGGESTED OBJECTIVES

Name summary
Steve Duvall Finish Report ©
Steve Duvall Sales Planning ()]

¥ OPEN LEAVE REQUESTS

Name Type Start date End date Requested on

16



Organise Documents
Keep all employee documents safe and publish policies & templates online:

1 Company documents — easily share your company documents, policies and
procedures and monitor who has read them.

1 Employee document library - Employees get access through the library where they
can confirm they've read individual documents.

1 Employee specific documents - Keep all documents relating to individual employees
in one secue place. You access them from wherever you are working.

EMPLOYEE HANDBOOK x

Employee Handbook

DETALS DOCUMENT READS BY EMPLOVEES

Last updated 2504/2008 10:21

Reead deadiine /052018
Revwiaw date 5 L L]
1l
i

.......
Budiance

Audience

Logan Clarke © 2 Half-year review

Sales Rep with Jessica Smith
Fiams Fasd Rasdan

14 June 2018, 12:00PM
Acigak ramszn sienizom [ wost Sussox view my one to.one:

[ view details
0 Nathan Jones ©
jr deisshen COMPANY DOCUMENTS
[ st sussex €413 documents
~ sales to read
@ Nologation available
o nathan@mycompany.co.uk 1document already read

17



API

The API allows you to connect Breathe to an external system of your choice. For example, if
you are using a time tracking system that has an open API, you can use their APl and our API
to transfer data to and from the two systems.

This involves building a piece of code that connects the two systems, so you will need to find
a developer internally or externally to build this 'link'.

What's available with the API?

absences

benefits

bonuses

change_requests
departments

divisions
employee_expense_claims
employee_expenses
employee_training_courses
employees
holiday_allowances

leave _requests

locations

other_leave reasons
salaries

sicknesses
statutory_holiday_countries
working_patterns

Does Breathe integrate with Sage, Xero or any other payroll?
Currently the answer is no. We're waiting on the payroll companies to open up their API.

We're super excited for this to happen and will jump at the chance when it becomes
available.
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Features and Benefits

Starter Regular Pro Premium

Monthly Plan £21 £54 £108 £219

Annual Plan : Includes 10% Discount £226.80 £583.20 £1166.40 £2365.20

# Employees 11-20 21-50 51-100 101-250

# HR Users 2 3 5 unlimited

Core HR

Employee selfservice

Line manager permissions

Finance user permissions

Employee profile

Holiday management

Sckness management

Training records

Payroll export

Performance management

Company news

Appraisals/One-to-ones

Objective settings

Kudos

Document management

Company docunents

Employee documents

Reporting

Reporting library

Modules

Time log

Expenses management

Custom fields

APl integrations

The 14 day free trial includes full functionality. No credit card required. Contact HR Service
Centre on 0845 606 9640




