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The success of your company
is about managing people not
paper. Our software automates
your HR admin so you can
focus on growing your business.
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What's inside

In this guide, we'll walk you through each of Breathe's (‘
functionalities. Here's what's in store: »
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Sickness/absence management

With Breathe, every absence is logged, approved
and analysed. Use Breathe to record and track all
employee absence - no matter what type.

By having a centralised absence management system, you
can be proactive and spot problems before they develop,
whilst also monitoring sickness, without adding extra admin.

| Q| sechpeonie 000

Dashboard  People ~  Recruitment ~  Reporting~  Company =  Configure =  Help ~

Our Message Board!!

Welcome to your new HR System!
Posted by Admin User on 05/11/2020

Tue 26 Jan

(123 peopie | (3¢ 2.0n noliday | [ € 0 on other ieave | [ @ 0 furioughed | [ 6 working from nome | (& @ birthdays |

 Data to-dos © Coming up in the next 7 days

3 unresolved disciplinary incidents

W Work anniversaries

19 people with missing data
Freddie Mercury

1 year anniversary on 27/01/2021
1 person with ID documents coming up for review

JoSmith

57 peaple awaiting welcome email T year anniversary an 27/01/2021

16 people yet to action welcome email

W Birthdays
[JTo review and approve
The Grinch
birthday an 30/01/2021
¥ Open leave requests
Bob the Builder
n Beth Sparkes birthday an 01/02/2021

@ Sicknesses

Add sickness for Beth Sparkes

Start date”
8 26/01/2021 %

® Fullday O Half day

End date”

th 26/01/2021 »
Sickness type”
Cough, Cold, Flu -

Employee Note

Employee rang in sick

cancel |EELGEAHTEY
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Calendar

Our calendar function shows you all the absence’s and
meeting’s scheduled. It is automatically updated, and
you can filter by department and type of absence.

Functionality guide

Calendar 9
o January w2021 °
All departments  « All divisions w All locations ) Only my holiday 0 Only my
approvees peaple
Sicknesses [ Holidays QOther leave One to ones & Training
102 3 4 B B 7 B % 0 M 12 13 W 16 % 17 48 10 M N B ¥ 4 ¥ ¥ XN % W 0 3
el | | ] e —e———
e [ 1] 1] 1 |
=] = ] == =]
Company Dieckoat  Owet Dlackoul  Slaltory Hodey  Company Helidey Moy Request Ottr Leave Sxinais One 1o Cne Tranng

Although employees will be able to
view the calendar for holidays and
training, sensitive information such as
sickness will be limited to the HR view.

“| find the calendar view
incredibly useful as it tells

me whao's away, who has
appraisals coming up and which

development tasks people
still have to complete - all in
an instant, which is great.”

Sophie Sprackling,

Bloom Worldwide
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Holiday management

Breathe's holiday planner affords your employees
transparency over how much holiday they're entitled
to and how much they've already taken.

Requesting leave couldn’t be simpler either. Your staff can book
holiday and add notes to their requests, from any device.

MY LEAVE [JTo review and approve

x 28-0 days ¥ Open leave requests

holiday available

Beth Sparkes
5 days requested 7 days booked Holiday from 01/02/2021to 05/02/2021
manage leave or view calendar or log TOIL Submitted on 25/01/2021, 12:15pm

request leave

For managers, they can easily see who in their team
is away and approve from their dashboard.

[ N ]
@ Leave requests
Leave request for Beth Sparkes i
First day: 01/02/2021
Lastday: 05/02/2021
Requested 5.0 days
Leave remaining: 23.0 days
Notes Haliday!
Leave around these dates
All departments ~ All locations ~
O Only my holiday approvees O Only my people
25 x n un x 1 2 3 4 L] & 1] a w0 "
i | | e — e

Company Blackeut  Dept Biackout  Statutory Holiday

Company Holday  Molcay Request  Cument Request  Boaked Hailday
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Performance management

Keeping on top of performance is key within a business, fortunately
Breathe records all individual employee performances including;

= Keeping notes of all one-to-one meetings
= Recording actions and objectives
= Linking employee objectives with company goals

= Sending notifications to ensure meetings happen

(X J
Bethan (Beth) Sparkes & & & @ @
Onboarding Manager
& Profile | 3 Leave | Bh Sickness | @ Training PRI | More =
Performance
Next one to one Objectives due Overdue due Objectives (12M) i (12M)
01/02/2021 1 0 ] Above Above
reviewer: Admin User in the next 30 days avardue objectives in the next 30 days Average Average
Bath:2 Bath: 4
Compary ivg. 0.02 Company av. 0.03
Onetoones )  Objectives () Deliverables B}

) Show completed one to ones Apply filter
Search: DB BB
Date and Time L Reviewer Status Type Location & Astions

01/02/202110:30 Admin User scheduled Formal - o
18/01/2021 10:00 Admin Usar scheduled Infarmal working From Home o
Shewing 110 2 of 2 entries Previous . Next
MY ONE TO ONES

Functionality guide

“Being a small
company, we don't
have a very formal
review process.

Using Breathe, I'm
able to give each team
member visibility of
their objectives and
how they line up with
company objectives -
making performance
reviews forward
thinking, instead of
just an annual chat.”

Andrew Butel,
End Game

(O Formal review
with Admin User

1 February 2021, 10:30am
view my one to ones

view details

MY OBJECTIVES & DELIVERABLES

(O 1 objective

and 2 deliverables

wview abjectives or deliverahles

add new objective

= Breathe also helps to manage your

performance appraisals online,
keeping your employees engaged
and motivated by letting them
add their own deliverables.

The system ensures that all objectives
are in one place so that employees and
managers know where to find them.

Employees have easy access to their
objectives from the dashboard and these
can be linked to company goals too, so
employees feel connected and motivated.
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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,
allowing HR to see who is really making an impact.

[ N ]
My dazhboard Community
Latest Kudos 00
Support 08 Robert Clarkson L) Annie Fox 0a
Space cadet Job well done Saved the day
Wel dore! @ You were a supershr on the Wel done! @
prones foday! Jy
Babby Jenkins at 14/01/2021 Admin User at 09/11/2020 Admin User at 08/11/2020
9 Marketing 0B
People first
Wel done! @

Beth Sparkes at 03/11/2020

“We're loving the Kudos wall,
and we are doing On-Site
Heroes each month - anyone
who receives Kudos goes
into a hat and a winner is
randomly picked, winning a
box of Cadbury’s Heroes.

It's good to receive
peer recognition.”

Stuart Wallis, On-site Group
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Payroll

Within Breathe, you can export changes made to employee
records for payroll, in order to update employee information. This
can be their personal details, job details or salary changes.

When you run the payroll export it will create an excel
document containing all the information that the
payroll team needs to run the payroll correctly.

Multi-currency

Within Breathe you have the ability to
set a default currency for the company,
you can also adjust this for each
employee too. This is ideal if you have
employees in different countries.

© Pay

Add pay

Remuneration currency

Great British Pound ¥

Argentina Peso

Australia Dollar
Bahamas Dollar

Bahrain Dinar

Brazil Real

Brunei Darussalam Dollar
Bulgaria Lev

Canada Dollar

Cayman Dollar

Chile Peso

China Yuan Renminbi

Functionality guide
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Statutory holidays

You can also allocate the statutory

holidays based on the country that B v B Sk i

the employee is based in. We keep the ®ves

statutory holidays up to date, so you No

do not need to worry about them. Statutory holiday country’
England

Expenses

Breathe also has the functionality to claim expenses.

[ X J
Bethan (Beth) Sparkes @ & & < @
Onboarding Manager
& Profile || ¥ Leave | 1B Sickness | 1 Training | @ Pecformance | (R
Expense claims
Total unclaimed Total in progress Total completed
GEPO GEP 4.5 GEP 1710.04
in 0 axpanses. in 1 elaim in 54 claimrs
Unclaimed [ Underway ) Completed
Seareh: BB DB
Datecreated | Description Status Amount (excl. VAT) VAT Amount (incl. VAT) Payable to employee Actions

14/01/2021 119 Claim 55 for Beth Sparkes  Submitted - - £4.50 £4.50

Shawing 1ta 1of 1 entrias Previous . Mext

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 needs.

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

Functionality guide

MY EXPENSE CLAIMS

S £0.00

in unclaimed expenses

1 claim submitted 0 claims rejected
view expenses

add an expense
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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.

You will be able to see how individuals use their time as
well as reporting on the whole company. This module
is available from the Starter Plan upwards.

(N J
Bethan (Beth) Sparkes & & & = @
Onboarding Manager
& Profile | ¥ Leave | B Sickness || @ Training | @ Performance m
Time logs [+
select project -
O Processed and outstanding logs [ Overtime only clear filter
Search: LB BB
Date 1. Description Duration Project Overtime Processed Process Actions
04/01/2021 Overtime 3 hours and & minutes Breathe Partners Yes No
05/01/2021 Overtime 1hour and 10 minutes. none Yes Mo
...... wing 110 2 of 2 entries Previous - Next

Custom fields

We have tried to provide you most of the fields you'll require
as an HR department. We also understand however that there
may be specific requirements, dependant on your company.

For this information we have created 5 custom
fields - three text fields and two date fields.

Summary  Jab Personal  Custom  Emall notifications

If expected fields do not appear it i you haven't g the labels. These can be defined on the modules screen
ND& signed. Na
Quakty Trait Amtetious. Exonl Whizz. Good Customer Service

kil Aweseme

Mumberof Children 2

Date of MOT 3082001

Dateof Inswrance  31/08/20:1
Renewasl
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Organise documents

Keep all employee documents safe and

. . . DOCUMENTS
publish policies & templates online:
« Company documents - easily share your Il 10 documents
company documents, policies and procedures toread
and monitor who has read them. 0 documents already read

= Employee document library - employees get

. .
access to their document library where they can

confirm they've read individual documents.

= Employee specific documents - keep all documents
relating to individual employees in one secure place.
You can access them from wherever you are working.

People * Recruitment = Reporting * Company ~ Configure =

Company documents (+]

O Show non-current documents

apply filter

Search: 1 - R - I -
Last Read Road Review Circulated
Name updated 4 Tags by#® deadiine date to Current Al Actions
Updated Furlough  05/11/2020 Palicy. Furlough. 1 20/M1/2020 3/05/2021  Specific Yes ]}
Doe 12:28 covIDI® emplayees
wWorking From 15/10/2020 Palicy, Warking from 1 30/0&/2020  31/90/2020 Al Employees  Yes a

Home Palicy 09:45 Home

“Having to rifle through a filing cabinet - or online system - every
time an employee requests a company document, or their personal
development information, can be extremely time consuming.

Each employee now has their own login for Breathe, so that they
can access the documents they need, when they need them.

Which according to Sophie: “Is really handy as it not only
saves me time, but it means that I'm not being constantly

pestered every time someone needs something”.

Sophie Sprackling, Bloom Worldwide
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TOIL

You can record and allow your employees to request TOIL.
Once you have switched TOIL on, your employees will then
be able to request TOIL from their employee dashboard.

When the employee has requested the TOIL, the line
manager will receive a notification email to let them
know. The line manager can then log into their account
and approve the TOIL request from their dashboard.

Once approved the TOIL will be automatically
added to the employee’s leave allowance.

X J

Bethan (Beth) Sparkes @ & &4 @ @

Onboarding Manager

& Profile O Sickness | @ Training || @ Performance | § More =

Allowance Adjustment Booked & taken Available
35.0days |- 2.0 days — 7.0 days -~  30.0days
|l|.1n.!|_||.'. .-|+ +TDIL.

Requested [} Booked )  Taken() Adjustments ) Usage
Search: CeBRDB

Amount Made by Made on i Reason Toil Date(s) earned Actions

You will also notice underneath the employee’s holiday
allowance, an additional adjustments column. This will display
the approved TOIL requests, who they were approved by,

the reason, as well as the dates TOIL was accrued.

Log TOIL

Amount of TOIL days to add”
2

Earned between
= 04/01/2021

And
= 08/01/202

Reason earmed

overtime
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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.

Dashboard  People -  Recruitment -

Our Messags Board!!

Welgome to your new HR System!
Pt by i L e 5/ 20

Mydashboard | HA dashbosrd [ | Commuril ty

@ Tue 26 Jan

[[¥323 peceia ] (o 2 on hicny | [0 o ather e | (@ 0 furfoughed | [#3 sick ] [ 4 werking fram hars | [8 @ ki |

e

119 peaple wi

1 persan with |0 dacur

57 peaple awsiting welcom

16 panpie yet to action welrome ema

[ To review and apprave.

Community dashboard

The community dashboard is a great place to bring

your company together with company announcements,
viewing and liking the latest kudos and voting and starting
discussions on suggestions your employees may have.

You also have access to the kudos leaderboard, which will show
you who in the company has received the most thanks.

(X
Recent suggestions o

0f 0B 0@ | Q= 40 29 0= B

What about flexble working? Stand up desks Christmas Fhrty
Could we please consider flexible ‘What do people think about stand up Where should we go for cur Christmas
wiorking? desks? It will be good for us in the party this year?

afternoon. Will help to keep us motivated

Beth Sparkes on 21/11/200% Emily Roles on 07/08/2017 Abby Thomson on Z1/08/2005
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Medical facts

You can find this brand-new function under your ‘More’
tab, where both HR users and employees themselves
can add medical facts against their records.

This simple medical form allows you to choose your fact
type - be that an allergy or condition - as well as rate
the severity of the medical fact and note if there are
any symptoms or actions that need to be taken.

[ X J
Bethan (Beth) Sparkes & | & Hitery
g Onboarding Manager | & 10docs
“ & Profle | W Leave | oI Sicknass l B Jobs
: |  Kudos |
Medical facts for Beth Sparkes & Medical facts ©
[ B Notes & Reminders |
B Pay
Search: & Pormissions 0OR R B
@ Time logs | ;
U] ek @ Work pattern & holiday allowance CE
Alorgy Nut Allergy - Swe
Condition Asthma Severe
Showing 11e 2 of 2 entries Provigus n Naxt
@ Medical facts
Edit medical fact for Beth Sparkes Each of the medical facts

can then be viewed at a

glance, with a colour-coded
Nut Allergy severity type, so that you

S can be aware of the health
severe v of your employees.

Fact type

Fact’

Allergy -

Symploms

Rash. swelling. difficulty breathing

Action needed

administer epipen and call 999

cancel update medical fact details
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Employee duties

Under your ‘permissions’ tab, HR and admin users
now have the extra functionality to be able to assign
key duties to your employees, allowing you to see
what responsibilities the employees hold.

(X}
Bethan (Beth) Sparkes @ & & = @
QOnboarding Manager
& Profile || W Leave | DI Sickness | @ Training | @ Performance m
Permissions for Beth Sparkes (/]
HR L] Line manager Admin User
Finance user Ho Holiday approver Admin User
Line manager No
Eupunu appl'!h'll Admin User
This is then visible on the employee profile and employee
directory so that all employees can see this vital information.
(X}

Dashboard PFeople Recruitment « Reporting = Company ~ Configure - Help =

Directory
Search by name Select department - Select division -
M Firstaider [ Fire warden [ Keyholder [ Health & safety O Mental health first aider clear filters.

F Beth Sparkes © Emily Roles ©
Onboarding Manager Supervisor
Boa @ d a &6 a®
H marketing B west Susses
«d wxbathrolsdemo@gmail com B saes
o/ DDI: 12458 @ Working From Home

Ext.1 P TICTEE

We've also made things really easy for you - we've
given you the ability within the employee directory
to be able to filter by each of their duties.

Great if you're unable to remember who has office
keys when you go to get some more cut!
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Calendar integration

Display your Breathe holiday calendars in other applications.

Simply copy and paste the generated URLs into any calendar
product that supports the format, such as Google Calendar,
Apple Calendar and certain configurations of Microsoft Qutlook.

Manage your calendar subscriptions

YYou use the links on this page to display your Breathe holiday calendars in other applications. Simply copy and paste the generated URLS into
any calendar product that supports the ical format such as Google Calendar, Apple Calendar and certain configurations of Microsoft Outiook.

Default Custom

Search:

Calendar 15 uRL Actlons
Everyonss leave ol com/0 YC22IUUSIL . _TiPtL ) ics regenerate

My interviews =
My one to ones -

API Check out our external

integrations already
available - breatheHR
Integrations

Breathe's API enables you to share your employee information
and HR data between systems with ease and efficiency.

With an open API that allows you to connect systems — even with
systems your company has custom built — Breathe has created
a platform that is straight-forward and easy to implement.

Dashboard People ~ Recruitment ~ Reporting = Company = Configure ~ Help ~

@ Settings

APl setup

AP Dy ion is avai at com

BREATHE API

enabled

Your production AP1 key |s: proc-TprFoul_hhPOrssGHERES& 5 IpRddqr SIS - REDC 304

Your sandbox AP key is: sandbow-P1_WCHTaLAZXpRXYDECLUNLGL - vopCOSDGYSAY TH iuA
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Organisation chart

Visually see the hierarchy of your business quickly and
effectively with our simple organisation chart.

Dashboard  People ~  Recruitment ~ Company ~

Functionality guide

Reporting ~

Configure ~

Help ~

select line manager

a

Bobby
Jenkins
Supervisor
m
1
I T T T T T T 1
Jay =
- Clawe | | S it Pat Reid
Mia Billy s Anna Bob Jones. Annie Fox Saes _Support
Hughes | | Thompson| _ ¥ | | Gardners Onboarding  anninefox@bethandemosml | Fave Ariel —— Tt
esti .
Support cTo 7';_7"5”7 No job titl Specialist Jones Mermaid
bl e e B 2
Support  Marketing Marketing Marketing Contractor-  Princess
m
|
Emmanual
Frank
Technology
Product
Manager
4

 E—— — —

=

Sam Scott
Support
Support
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Safe and secure

We understand that 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 addition, 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 any given year.

Our security information on our website will provide you

with all the latest information Breathe Security.

Functionality guide



http://breathehr.com/hr-software/security-reliability/
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Thank youl

Thank you for being a part of our
paperless revolution, by using Breathe

you are helping contribute to the saving of
3,974,880 sheets of paper per year. That's
477 trees, or 7950 reams of paper.

And, even better, using Breathe
will give you back precious time. e

'y

Every week, up to 24,276 hours are & - “
saved. Every year, up to 1,262,352 : 9 \9—5
hours are saved. That's just under =~
4 hours per week per customer. .

How will you use the extra time?

WE HOPE YOV ENTOY vsinG
BREATHE AS MVUCH AS WE
LOVE DEVELOPING kg

"& brea the Effortless people admin

More resources online at breathehr.com


https://www.breathehr.com/

