To set up text for marginal glosses in Word,

1. Select the text.

2. Create a Table:

Go to the Table menu and select Insert, and then Table.
You now have a one-column table going all the way across the page.

3. Make room for a second column:

Narrow the column: Make the column of text only half the width of the page.
4. Add a second column:

Go to the Table menu and select Select, and then Table.

Return to the Table menu and select Insert, and then Columns to the Right.

Adjust column width to taste.

5. How to create a new row as needed:

Now, when you come to a line of text you want to gloss, you need to create a new row.  Go to the Table menu and select the first choice, Draw Table.

When the Draw-Table palette appears, click on the pencil, the Draw Table tool, which is the top-left icon of the palette (not the pencil icon whose function is Border Color, then drag your mouse, which has temporarily become a row-creating pencil, all the way across your table.  Start just below the line containing the text you want to gloss.
Summary:

You selected your text, you told your text to be a table, you added a column to this table, and you drew rows with the Draw-Table pencil tool when you wanted to add a new gloss.
